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INTRODUCTION
I
The p rob lem  i s  how t o  p ro v id e  a  m ean in g fu l e x p e r ie n c e  in  o f f i c e  
e d u c a t io n .  By c a r e f u l l y  d e v e lo p in g  a  p h ilo so p h y  and u n d e rs ta n d in g  o f  
t h e  s im u la te d  o f f i c e  e x p e r ie n c e  program  and fo llo w in g  th e  g u id e lin e s  
p r e s e n te d ,  a  te a c h e r  w i l l  have th e  b a s i s  f o r  i n s t i t u t i n g  a  program , 
c o n s t r u c te d  to  m eet th e  n eeds o f  th e  p a r t i c u l a r  te a c h in g  s i t u a t i o n .
S p e c ia l  r e c o g n i t io n  i s  g iven  t o  D r. Donald E. Koeppen, B usin ess  
E d u c a tio n  C hairm an, U n iv e r s i ty  o f  M ontana, and D r. George J .  B rabb , 
P ro fe s s o r  o f  B u s in ess  A d m in is t r a t io n ,  U n iv e r s i ty  o f  M ontana, f o r  p ro fe s s io n  
g u id an ce  in  th e  w r i t i n g  o f  th e  p a p e r .  Acknowledgement a l s o  goes t o  D r. 
H ubert R. B re u n in g e r o f  B u s in ess  A d m in is t r a t io n ,  U n iv e r s i ty  o f  M ontana, as  
a  member o f  th e  t h e s i s  com m ittee .
CHAPTER I  
STATEI'IENT OF THE PROBLEM
The Problem
A s im u la te d  o f f i c e  e x p e r ie n c e  encom passes a  v a lu a b le  and needed 
a r e a  in  v o c a t io n a l  e d u c a tio n . To p ro v id e  a  r e a l i s t i c  and m ean ingfu l 
e d u c a t io n a l  e x p e r ie n c e  t h a t  le a d s  t o  a  s tu d e n t  p re p a re d  t o  e n te r  and 
advance in  th e  la b o r  m arke t i s  a  g o a l o f  v o c a t io n a l  e d u c a tio n . One 
o f  t h e  most m e an in g fu l e x p e r ie n c e s  i s  t o  a c t u a l l y  work in  an o f f i c e  
s i t u a t i o n  t h a t  p ro v id e s  a  com prehensive  lo o k  a t  th e  fo rm s, f u n c t io n s ,  
f a c i l i t i e s  and  eq u ip m en t, and p ro c e d u re s  u sed  in  an o f f i c e .  These 
e x p e r ie n c e s  a r e  th e  m ajo r ad v a n ta g e s  o f  th e  s im u la te d  o f f i c e  e x p e r ie n c e . 
The program  r e q u i r e s  a  v a s t  amount o f  c a r e f u l  p la n n in g  i f  i t  i s  t o  be 
v a l u a b le .
S ig n if ic a n c e
The g e n e ra l  d i s c i p l i n e s  o f  system s a n a l y s i s ,  c u rr ic u lu m  developm ent, 
e d u c a t io n a l  p sy ch o lo g y  and p h ilo so p h y , f a c i l i t i e s  p la n n in g , f i n a n c i a l  
p la n n in g ,  m a te r ia ls  deve lo p m en t, and e d u c a t io n a l  e v a lu a tio n  a r e  in c lu d e d  
in  an  a t te m p t t o  make th e  g u id e l in e s  v a lu a b le  to o l s  f o r  b u s in e s s  e d u c a to rs
O b je c tiv e s
The p u rp o se  o f  t h i s  p r e s e n ta t io n  i s  to  p ro v id e  gu idance f o r  sch o o ls  
in  d e v e lo p in g  an o f f i c e  e d u c a tio n  e x p e r ie n c e  t h a t  w i l l  p ro v id e  a  meaningful 
e x p e r ie n c e .
The g u id e l in e s  w i l l  h e lp  t o  in s u r e  t h a t  th e  program  i s  r e l a t e d  d i r e c t l  
t o  employment o p p o r tu n i t i e s .  B ased on a d v ic e  from  th e  o c c u p a tio n a l groups 
c o n c e rn e d , each  s tu d e n t  has th e  o p p o r tu n i ty  t o  d e te rm in e  a  c a r e e r  o b je c t iv e  
! F a c i l i t i e s  and equipm ent u sed  in  i n s t r u c t i o n  a re  com parable t o  th o s e  found 
in  th e  o c c u p a tio n . The i n s t r u c t i o n  d u p l i c a te s ,  as  n e a r ly  as p o s s i b le ,  
d e s i r a b l e  w ork ing  c o n d i t io n s  and a t  th e  same tim e  p ro v id e s  e f f e c t iv e  l e a r n i  
s i t u a t i o n s .  The n eeds o f  in d iv id u a l  s tu d e n ts  a r e  p ro v id ed  f o r .  There i s  a 
v o c a t io n a l ly  com peten t and e x p e rie n c e d  t e a c h e r .  T ra in in g  i s  c a r r i e d  t o  th e  
p o in t  o f  d e v e lo p in g  m a rk e ta b le  s k i l l s ,  a b i l i t i e s ,  u n d e rs ta n d in g s , a t t i t u d e s  
a p p r e c ia t i o n s ,  and work h a b i t s ;  and co n tin u o u s  re s e a rc h  and fo llo w -u p  i s  an 
i n t e g r a l  p a r t  o f  th e  p ro g ram .^  The g u id e l in e s  a re  needed e s p e c ia l ly  f o r  
th e  in e x p e r ie n c e d  te a c h e r  o r  a  te a c h e r  w ith  l im i t e d  o f f i c e  e x p e r ie n c e .
The V o c a tio n a l E d u ca tio n  A ct o f  19&3 and th e  Amendment Act o f  1968 
make i t  p o s s ib le  f o r  f e d e r a l  a id  f o r  v o c a t io n a l  t r a i n i n g  in  o f f i c e  o c c u p a ti 
Some o f  th e  g r e a t e s t  d i f f i c u l t i e s  in  d e v e lo p in g  program s a re  t h a t  te a c h e r s  
h e s i t a t e  t o  t r y  new ty p e s  o f  t r a i n i n g ,  t h e r e  i s  a  la rg e  amount o f  c a r e fu l  
p la n n in g  r e q u i r e d ,  and th e r e  i s  a  la r g e  amount o f  p r e p a ra t io n  needed . 
G u id e lin e s  h e lp  t o  i d e n t i f y  te a c h e r  c h a r a c t e r i s t i c s  in  th e  sch o o l system s 
w hich enhance th e  a d o p tio n  o f  e d u c a t io n a l  in n o v a t io n s .  T his developm ent 
w ould e n a b le  th e  s e l e c t i o n  o f  program s t h a t  w i l l  most l i k e l y  im plem ent 
th e  outcom es o f  s tu d e n t  n e e d s . G u id e lin e s  h e lp  t o  ta k e  th e  "guessw ork” ou t 
o f  p la n n in g  a  p ro g ram , y e t  p ro v id e  un iq u e  f l e x i b i l i t y  in  th e  way t h a t  th e  
te a c h e r  d ev e lo p s  m a te r ia l s  and p ro c e d u re s .
John D. L ee, e d . , B u s in ess  and O ff ic e  E d u ca tio n  (T e rre  H au te , 
In d ia n a :  In d ia n a  S ta t e  U n iv e r s i ty  and In d ia n a  S ta te  D epartm ent o f
P u b lic  I n s t r u c t i o n ,  Ju n e , 1968 ) ,  p .  1 .
CHAPTER I I
RELATED LITERATURE
L i t e r a t u r e  R e la te d  t o  th e  P u rp o ses  and G oals o f  V o c a tio n a l E duca tion  
What i s  v o c a t io n a l  e d u c a tio n ?  Why i s  v o c a t io n a l  e d u c a tio n  a  
c h a l le n g e  t o  s c h o o ls  and s o c ie ty ?  What i s  th e  r e l a t i o n s h ip  o f  v o c a t io n a l  
e d u c a tio n  t o  g e n e ra l  e d u c a tio n ?  What a re  th e  co n cep ts  in v o lv e d  in  voc­
a t i o n a l  e d u c a tio n  program s? What i s  th e  s ta k e  o f  in d u s try  in  v o c a t io n a l  
e d u c a tio n ?  Why i s  i t  n e c e s s a ry  t o  u n d e rs ta n d  th e  b ro a d  e d u c a t io n a l  a r e a  
one i s  w ork ing  in  t o  a d e q u a te ly  p la n  a  s im u la te d  o f f i c e  e x p e rie n c e  program ?
There a re  many d e f i n i t i o n s  o f  v o c a t io n a l  e d u c a tio n — as many as  p eo p le  
w ith  d i f f e r e n t  id e a s .  C e r ta in  g e n e ra l  c o n c e p ts  a r e  in  each  d e f i n i t i o n ,  
how ever. P erh ap s th e  most a u t h o r i t a t i v e  i s  th e  one e s ta b l i s h e d  by th e  
F e d e ra l  Government in  th e  V o c a tio n a l E d u ca tio n  A ct o f  19 6 3 .^
The te rm  " v o c a t io n a l  e d u c a tio n "  means v o c a t io n a l  o r  
t e c h n ic a l  t r a i n i n g  o r  r e t r a i n i n g  w hich i s  g iv en  in  sch o o ls  
o r  c l a s s e s  ( in c lu d in g  f i e l d  o r la b o ra to r y  work in c id e n ta l  
t h e r e t o )  u nder p u b l ic  s u p e rv is io n  and c o n t r o l  o r u nder c o n t r a c t  
w ith  a  s t a t e  b o a rd  o r  l o c a l  e d u c a tio n  ag en cy , and i s  conducted  as 
p a r t  o f  a  program  d e s ig n e d  to  f i t  in d iv id u a l s  f o r  g a in fu l  employment 
a s  s e m is k i l le d  o r  s k i l l e d  w orkers  o r  te c h n ic ia n s  in  reco g n ized  
o c c u p a tio n s  ( in c lu d in g  any program  d e s ig n e d  to  f i t  in d iv id u a ls  fo r  
g a in f u l  employment in  b u s in e s s  and o f f i c e  o c c u p a tio n s ,  . . . b u t 
e x c lu d in g  any program  t o  f i t  in d iv id u a ls  f o r  employment in  
o c c u p a tio n s  . . . t o  be  g e n e ra l ly  c o n s id e re d  p r o f e s s io n a l  o r  as 
r e q u i r i n g  a  b a c c a la u r e a te  o r  h ig h e r  d e g re e )  . . .
The V o c a tio n a l Amendment A ct o f  1968 added th e  fo llo w in g :
. . .  t o  in c lu d e  re m e d ia l o r  r e l a t e d  academ ic and te c h n ic a l
^ V o c a tio n a l E d u ca tio n  Act o f  I 9 6 3 , P u b lic  Law 8 8 -210 , 8 8 th  C o ngress.
i n s t r u c t i o n ,  t e c h n ic ia n s  and s u b p ro fe s s io n s  and in d iv id u a ls  
e n r o l l e d  in  advanced  t e c h n ic a l  e d u c a tio n  program s . . .3
An A d m in is t r a to r s ' B u l l e t i n  from  th e  D epartm ent o f  P u b lic  I n s t r u c t io n
f o r  th e  S ta t e  o f  W isconsin  g iv e s  a  more u t i l i t a r i a n  d e f in i t i o n  o f
v o c a t io n a l  e d u c a t io n .
B a s ic a l ly ,  v o c a t io n a l  e d u c a tio n  i s  a  l o c a l l y  developed  p la n  
o f  e d u c a tio n  t h a t  m eets r e a l i s t i c a l l y  th e  demands o f  o c c u p a tio n s  
w hich a re  a v a i la b l e  t o  h ig h  sc h o o l g ra d u a te s .  V o c a tio n a l e d u c a tio n  
h e lp s  p re p a re  many s tu d e n ts  f o r  e n t ry  jo b s ,  h e lp s  le a d  some s tu d e n ts  
i n t o  p o s t- s e c o n d a ry  program s o f  advanced  v o c a t io n a l  and t e c h n ic a l  
e d u c a t io n ,  and  h e lp s  s e rv e  th e  c u l t u r a l l y  d e p riv e d  o r  th e  academ ic^ 
a l l y  h an d icap p ed  th ro u g h  s p e c i a l l y  d e s ig n e d  c o u rse s  o r  a c t i v i t i e s .
One o f  th e  p r i n c i p a l  argum ents f o r  v o c a t io n a l  e d u c a tio n  i s  t h a t
i t  i s  a  s o c i a l  n e c e s s i t y .  In  th e o ry  and in  f a c t  i t  r e p r e s e n ts  an
i n d i v i d u a l ’s tu r n in g  p o in t  from  econom ic dependency upon th e  s o c ia l
s t r u c t u r e  t o  h i s  in d e p en d en t p o s tu r e  as a  p ro d u c tiv e  member o f  s o c ie ty .
E very man, woman and c h i ld  h as  th e  r i ^ t  t o  o b ta in  a l l  th e  
e d u c a tio n  he o r  she  d e s i r e s  and i s  c a p a b le  o f  a c q u i r in g .  Y e t, 
t h i s  i s  n o t  a  g u a ra n te e d  r i g h t ,  a s  such  e d u c a tio n  must f i r s t  
be  made a v a i l a b l e .  T h is  i s  a  c h a l le n g e  to  v o c a t io n a l  e d u c a tio n .
The c h a l le n g e  i s  th e  r e s p o n s i b i l i t y  t o  p ro v id e  ev e ry  in d iv id u a l  
t h e  o p p o r tu n i ty  t o  p u rsu e  th e  k in d  o f  t r a i n i n g  t h a t  w i l l  p re p a re  
h im  t o  s e c u re  a  jo b ,  and t o  advance in  an o c c u p a tio n  in  w hich he 
can be most s u c c e s s f u l .  V o c a tio n a l e d u c a tio n  must be c o n s id e re d  
a s  an  i n t e g r a l  p a r t  o f  a  com prehensive h ig li sc h o o l program  fo r  two 
r e a s o n s :  f i r s t ,  t o  p ro v id e  s tu d e n ts  n o t  go ing  t o  c o l le g e  w ith
a  s k i l l  t o  e a rn  a  l i v i n g  and se c o n d , t o  meet th e  trem endous 
manpower n eeds o f  a g r i c u l t u r e , b u s in e s s  and in d u s t r y .^
. . .  a  p a rad o x  e x i s t s , n o t  enough p eo p le  a re  t r a i n e d  t o  o p e r a te ,  
s e r v i c e ,  r e b u i l d ,  and  d ev e lo p  t h i s  mushrooming te c h n o lo g y . In  
a d d i t i o n ,  t h e r e  i s  a  n eed  fo r  s k i l l e d  p eo p le  to  s u p e rv is e  and
% o u se  o f  R e p re s e n ta t iv e s  R ep o rt No. 1938, V o c a tio n a l E d uca tion  
Amendments o f  1968 , 9 0 th  C o n g ress , 2nd S e ss io n  (O ctober 2% 19^811
^D epartm ent o f  P u b lic  I n s t r u c t i o n ,  A d m in is tra to rs*  B u l l e t in  on 
V o c a tio n a l E d u c a tio n , No. 2 .
^Don P e n n in g to n , "How F a r Have We Come?" The DPI Comm unicator, 
V o l. 1 ,  No. 3 (M arch, 19Ô 9), p .  3 .
manage em p loyees. These employment needs combined w ith  th e  
demands o f  th e  m i l i t a r y  e s ta b l is h m e n t  p r e s e n t  a  m ajor c h a lle n g e  
t o  a l l  a g e n c ie s  co n ce rn ed  w ith  e d u c a tio n  and t r a i n i n g  o f  w orkers
V o c a tio n a l e d u c a tio n  can n o t conquer a l l  th e  problem s t h a t  e x i s t
in  o u r p o l i t i c a l  and  s o c i a l  u p h e a v a l, b u t  i t  i s  a  l o g i c a l  p la c e  t o  p u t
em p h asis . I n d u s tr y  has a  b ig  s ta k e  in  v o c a t io n a l  e d u c a tio n . Youth
from  th e  h ig h  sc h o o ls  make up a  m ajo r p o r t io n  o f  th e  w orking f o r c e .
S in ce  i t  has been  th e  t r e n d  o f  h ig h  s c h o o ls  and p a r e n t a l  in f lu e n c e  to
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p re p a re  s tu d e n ts  f o r  c o l l e g e ,  th e  te c h n ic ia n s  a r e  in  s h o r t  su p p ly .
T e c h n ic a l com petence i s  a s s u re d ly  im p o r ta n t , b u t  no more so  th a n  
com petence in  g e n e ra l  know ledge in  th e  rea lm  o f  id e a s  and t h e i r  a p p l ic a t io i  
t o  o n e 's  chosen  o c c u p a tio n . Only w ith in  an e d u c a t io n a l  s e t t i n g  i s  th e r e  
hope t h a t  th e s e  v a lu e s  w i l l  be  g iven  p ro p e r  a t t e n t i o n  and developm ent. 
G en e ra l and t e c h n ic a l  e d u c a tio n  must go hand in  hand t o  dev elo p  th in k in g  
w o rk e rs . ®
L i t e r a t u r e  R e la te d  t o  th e  Im p l ic a t io n s  o f  th e  V o c a tio n a l E d u ca tio n  Act 
o f  1963  and th e  Amendment A ct o f  19^8
B ecause o f  th e  trem endous im pact on v o c a t io n a l  e d u c a tio n  as  a  r e s u l t
o f  t h e  V o c a tio n a l E d u ca tio n  A cts ( e s p e c i a l l y  on o f f i c e  e d u c a t io n ) ,  i t  i s
in p o r t a n t  t o  u n d e rs ta n d  th e  im p l ic a t io n s  and p ro v is io n s  t h a t  r e f l e c t  on
p la n n in g  f o r  a  s im u la te d  o f f i c e .  Why i s  th e  governm ent i n t e r e s t e d  in
p ro v id in g  f o r  v o c a t io n a l  e d u c a tio n ?  How do th e  A cts c o n t r ib u te  to
v o c a t io n a l  e d u c a tio n ?  What im p l ic a t io n  does f e d e r a l  l e g i s l a t i o n  have fo r
^G u id e lin e s  in  C o o p e ra tiv e  E d u c a tio n , The C en te r fo r  V o c a tio n a l and 
T e c h n ic a l E d u ca tio n  (O hio S ta te  U n iv e r s i ty :  1 9 6 ? ) , p . 1 .
^E. F . Laux, "K eynote B anquet S p e e c h ,"  N a tio n a l Sem inar fo r  C o o p era ti 
E d u c a tio n , A ugust 1 -5 ,  1966 (O hio S ta te  U n iv e r s i ty :  1 9 6 ? ) , IP • 151-152.
o
G ran t Venn, Man, E d u ca tio n  and Work, American C ouncil on E duca tion  
(W ash ing ton , B .C .: I 9 6 7 ) ,  p .  136.
p la n n in g  an o f f i c e  e d u c a tio n  program ? Can F e d e ra l  l e g i s l a t i o n  accom plish  
th e  t a s k  o f  p ro v id in g  o c c u p a tio n a l  e d u c a tio n  f o r  a l l ?
The fo llo w in g  i s  a  p o r t io n  o f  a  s ta te m e n t s u b m itte d  t o  P re s id e n t  
Johnson o u t l i n in g  changes in  p u b lic  and p r iv a t e  p o l ic y  p re p a re d  by a  
group o f  e c o n o m is ts , la b o r  l e a d e r s ,  p u b l i s h e r s ,  and  o th e r s ;
We re c o g n iz e  t h a t  th e  d r a s t i c  a l t e r a t i o n s  in  c irc u m sta n c e s  
and  in  ou r way o f  l i f e  u sh e re d  in  by c y b e rn a tio n  and th e  economy 
o f  abundance w i l l  n o t  be com pleted  o v e rn ig h t .  L e ft to  o rd in a ry  
means o f  th e  m arket such  ch an g e , how ever, w i l l  in v o lv e  p h y s ic a l  
and  p s y c h o lo g ic a l  m ise ry  and p e rh ap s  p o l i t i c a l  c h a o s . Such 
m ise ry  i s  a l re a d y  c l e a r l y  e v id e n t among th e  unem ployed, among 
r e l i e f  c l i e n t s  in t o  th e  t h i r d  g e n e ra tio n  and more and more among 
th e  young and o ld  f o r  whom s o c ie ty  ap p ea rs  t o  h o ld  no prom ise o f  
d i g n i f i e d  o r  even s t a b l e  l i v e s . We must develop  program s f o r  t h i s  
t r a n s i t i o n  d e s ig n e d  t o  g iv e  more hope t o  th e  d is p o s s e s s e d  and th o se  
c a s t  o u t by  th e  econom ic sy s te m , and t o  p ro v id e  a  b a s i s  f o r  th e  
r a l l y i n g  o f  p e o p le  t o  b r in g  ab o u t th o s e  changes in  p o l i t i c a l  and 
s o c i a l  i n s t i t u t i o n s  w hich a re  e s s e n t i a l  t o  th e  age o f  te ch n o lo g y  .9
Tlie V o c a tio n a l E d u ca tio n  A ct o f  19^3 (P u b lic  Law 88-210) p ro v id e s  f o r
th e  m a in te n a n c e , e x te n s io n ,  and im provem ent o f  e x i s t i n g  program s o f
v o c a t io n a l  e d u c a t io n ,  t o  d ev e lo p  new program s o f  v o c a t io n a l  e d u c a tio n , and
t o  p ro v id e  p a r t - t im e  employment f o r  y o u th s  who n eed  th e  e a rn in g s  from such
employment t o  c o n tin u e  t h e i r  v o c a t io n a l  t r a i n i n g  on a  f u l l - t im e  b a s i s ;  so
t h a t  p e rs o n s  o f  a l l  ages in  a l l  com m unities o f  th e  s t a t e —th o s e  in  h i ^ i
s c h o o l ,  th o s e  who have com pleted  o r  d is c o n t in u e d  t h e i r  fo rm al e d u c a tio n  and
a re  p r e p a r in g  t o  e n t e r  th e  la b o r  m a rk e t, th o s e  who have a lre a d y  e n te re d
th e  la b o r  m arke t b u t  n eed  t o  upgrade t h e i r  s k i l l s  o r  le a r n  new o n e s , and
th o s e  w ith  s p e c ia l  e d u c a t io n a l  h a n d ic a p s—w i l l  have read y  a c c e ss  t o
v o c a t io n a l  t r a i n i n g  o r  r e t r a i n i n g  w hich i s  o f  h ig h  q u a l i t y ,  which i s
r e a l i s t i c  in  th e  l i g h t  o f  a c tu a l  o r  a n t i c ip a te d  o p p o r tu n i t ie s  f o r  g a in fu l
^C om m ittee f o r  D em ocra tic  A c tio n , "The T r ip le  R e v o lu tio n ,"  A d v e r tis in g  
Age M agazine ( A p r i l ,  1 9 5 3 ), p . 1 .
em ploym ent, and w hich i s  s u i t e d  t o  t h e i r  n e e d s , i n t e r e s t s ,  and a b i l i t y  
t o  b e n e f i t  from  such  t r a i n i n g .
In s te a d  o f  em phasis on enum erated  s p e c i f i c  o c c u p a tio n s ,  such as  
a g r i c u l t u r e ,  d e f in i t i o n s  w ere b roadened  so a s  t o  p e rm it t r a i n i n g  t o  be 
t a i l o r e d  t o  th e  o c c u p a tio n a l  needs o f  to d a y .  A c o o p e ra tiv e  program  and a
w o rk -s tu d y  program  was a u th o r i z e d ,  and s t a t e s  w ere t o  be g iven  money on a
m atch in g  b a s i s  f o r  th e  fu n d in g  o f  s ta te - a p p ro v e d  v o c a t io n a l  p r o j e c t s .  
C o l l e c t i v e ly ,  th e  p u rp o ses  add up to  one th in g ;  t o  in s u re  t h a t  v o c a t io n a l  
t r a i n i n g  i s  p re p a r in g  f o r  to d a y 's  jo b s  in  a  s p e c i f i c  community.
The am ounts o f  money p ro v id e d  f o r  in  th e  A cts a r e  s i g n i f i c a n t ,  b u t no1
enum erated  in  d e t a i l  in  t h i s  p r e s e n t a t i o n ,  b eca u se  th e  amount o f  th e  t o t a l  
a l l o c a t i o n  i s  n o t o f  as  much co n ce rn  t o  th e  te a c h e r  a p p ly in g  f o r  a  p r o je c t  
a s  t o  th e  s t a t e  d i r e c t o r  h a n d lin g  th e  fu n d s . In  s e l l i n g  th e  program  to  the 
a d m in is t r a t io n ,  how ever, i t  i s  im p o rta n t to  know th e  m atch ing  re q u ire m e n ts , 
T hese re q u ire m e n ts  d i f f e r  from  y e a r  t o  y e a r  and from  s t a t e  t o  s t a t e .
To a p p r e c ia te  th e  com prehensive  ap p roach  o f  th e  1968 Amendment A c t, 
one must r e a d  th e  A ct t o  u n d e rs ta n d  i t s  im p l ic a t io n s .  S enate  R eport No. 135 
and House R eport No. l 6k? and No. 1 9 3 8 .^^  C opies o f  th e  V o c a tio n a l Educati 
A ct o f  1963 and th e  Amendment A ct o f  I 968 a re  a v a i la b le  from  any S ta te  
D epartm ent o f  P u b lic  I n s t r u c t i o n .
A lthough  th e  f e d e r a l  governm ent can  p ro v id e  some s t im u lu s ,  p a r t i c u la r ]  
by  more e f f e c t i v e  l e a d e r s h ip  and em phasis on v o c a t io n a l  e d u c a tio n  in  th e  
U n ite d  S ta t e s  O ff ic e  o f  E d u c a tio n , th e  t o t a l  v a lu e  r e s t s  in  d i r e c t  p ro p o r ti  
t o  t h e  i n t e r e s t  o f  th e  b u s in e s s  community in  th e  p rogram . The su c c e ss  can
^ ^ C o n g re s s io n a l R eco rd , P ro ceed in g s  and D ebates o f  th e  88t h  C o n g ress , 
F i r s t  S e s s io n ,  V o l. 109 , No. 205 (December 1 3 , 1 963 ).
^ ^ C o n g re ss io n a l R ecord (December 1 3 , 1 9 ^ 3 ).
be j u s t i f i e d  o n ly  on th e  b a s i s  o f  d e v e lo p in g  m a rk e tab le  s k i l l s . E xperience 
h as  shown t h a t  th e  f e d e r a l  governm ent can s t im u la te  such p rog ram s, b u t  i t  
can n o t p ro v id e  such  s k i l l s  th ro u g h  l e g i s l a t i o n  and d o l l a r s .
/
L i te r a t u r e  R e la te d  to  th e  P u rp o ses  and G oals o f  B u sin ess  E duca tion  
w ith  Im p l ic a t io n s  f o r  C urricu lu m  P la n n in g  Needs
What i s  th e  p u rp o se  o f  b u s in e s s  e d u c a tio n ?  What i s  th e  scope o f  th e
b u s in e s s  e d u c a tio n  c u rric u lu m ?  What a re  th e  e lem en ts  o f  i n s t r u c t i o n a l
p la n n in g  u sed  in  b u s in e s s  e d u c a tio n ?  What a re  sch o o ls  u s in g  as c r i t e r i a
f o r  d e v e lo p in g  th e  b u s in e s s  e d u c a tio n  c u rr ic u lu m ?  What s p e c i f i c  s tu d ie s
f o r  b u s in e s s  e d u c a tio n  program  developm ent a re  a v a i la b le ?  What modem
assu m p tio n s  in  th e  b u s in e s s  c u r r ic u lu m  a re  used? What i s  th e  e f f e c t  o f
au to m a tio n  on th e  b u s in e s s  e d u c a tio n  c u rr ic u lu m ?  These a re  q u e s tio n s  t o
keep  in  mind as  th e  scope o f  th e  a r e a  we a re  w ork ing  in  narrow s t o  a
p a r t i c u l a r  f i e l d .  B u s in ess  e d u c a t io n ,  in  summary, th e n  i s  p r e p a ra t io n  fo r
s p e c i f i c  b u s in e s s  p o s i t i o n s ,  p e r s o n a l  com petence, background f o r  advanced
t r a i n i n g ,  and a  v i t a l  p a r t  o f  th e  t o t a l  v o c a t io n a l  program .
In  most s c h o o ls  th e  b u s in e s s  e d u c a tio n  d ep artm en t w i l l  p r e s e n t  c la s s e s
in  s h o r th a n d ,  ty p in g ,  b o o k k eep in g , o f f i c e  p r a c t i c e ,  o f f i c e  m ach in es , b u sin e
law , econom ics, d i s t r i b u t i v e  e d u c a tio n  s u b je c t s  ( r e t a i l i n g  and m a rk e tin g ) ,
b u s in e s s  m a th e m a tic s , r e c o rd  k e e p in g , b u s in e s s  E n g lis h ,  and d a ta  p ro c e ss in g
Any co m b in a tio n  o r  some a d d i t io n s  o r  d e le t io n s  a re  made t o  f i t  th e  in d iv id u
n eeds o f  th e  s c h o o ls . T h is  p a p e r  i s  p a r t i c u l a r l y  concerned  w ith  o f f ic e
e d u c a t io n .
B u s in ess  and  o f f i c e  e d u c a t io n ,  . . . a r e  n o t  synonymous w ith  
b a s ic  b u s in e s s  e d u c a t io n ,  w hich i s  needed  by ev ery  consumer o f  th e  
p ro d u c ts  and s e r v ic e s  o f  b u s in e s s  and  w hich i s  e s s e n t i a l  f o r  an 
eco n o m ic a lly  l i t e r a t e  s o c i e t y .  A s t r o n g  b u s in e s s  and o f f i c e  
e d u c a tio n  program  i s  th e  f r i e n d  o f  b a s ic  b u s in e s s  e d u c a tio n . I f
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t h e  l a t t e r  i s  needed  by e v e ry o n e , i t  i s  doubly  needed by th e
o f f i c e  w o rk e r.
Of i n t e r e s t  a re  c h a r a c t e r i s t i c s  o f  a  la b o ra to r y  e x p e rie n c e  t h a t  i s  a  
f u n c t io n a l  d e f i n i t i o n  made by John D. L ee , S u p e rv iso r  o f  B u sin ess  and 
O ff ic e  E d u c a tio n  f o r  th e  S ta te  o f  In d ia n a .
The "now" in  b u s in e s s  and o f f i c e  e d u c a t io n .
1 .  In  a tm o sp h e re , l a y o u t ,  and eq u ip m en t, th e  o f f i c e  la b o ra to r y  i s  
f u l l y  com parab le  t o  a  m odem , w e ll -d e s ig n e d ,  f u n c t io n a l  b u s in e s s  
o f f i c e .
2 .  E x p e rie n c e s  a r e  p ro v id e d  th ro u g h  th e  la b  in  w hich e x e rc is e s  and 
prob lem s in v o lv in g  th e  a p p l ic a t io n  o f  know ledges and s k i l l s  w i l l
be  an i n t e g r a l  p a r t  o f  th e  l e a r n in g  e x p e r ie n c e s ,  and a ls o  in  w hich
th e  i n s t r u c t i o n  w i l l  c e n te r  in  th e  perfo rm ance o f  p ro d u c tio n  ta s k s  
on a c t u a l  o c c u p a t io n a l  and e d u c a t io n a l  p r o je c t s  w hich a re  b r o u ^ t  
i n t o  th e  la b o r a to r y  from  o u ts id e  a g e n c ie s  o r  from  w ith in  th e  schoo 
r a t h e r  th a n  a  te x tb o o k  o r  p r a c t i c e  s e t .
3 . The p rogram  i s  d i r e c t l y  r e l a t e d  t o  ençloym ent o p p o r tu n i t ie s  
and h as  c o u rse  work s e t  up and m a in ta in e d  w ith  ad v ice  from th e  
o c c u p a t io n a l  g roups c o n ce rn ed .
ij. T here i s  a  s ta te m e n t o f  c a r e e r  o b je c t iv e  fo r  each  s tu d e n t  t h a t
i s  a  m a tte r  o f  r e c o rd .
5 . I n s t r u c t i o n  i s  o f f e r e d  o n ly  t o  p e rso n s  who n e e d , d e s i r e ,  and
can  p r o f i t  from  i t  o c c u p a t io n a l ly .
6 .  Each s tu d e n t  in  th e  o f f i c e  la b o ra to r y  i s  r e q u ir e d  to  p e rfo rm  
a  v a r i e t y  o f  m ajor t a s k s  w hich com prise  th e  o f f i c e  o c c u p a tio n  
f o r  w hich th e  s tu d e n t  i s  p r e p a r in g .
7 . The le n g th  o f  i n s t r u c t i o n  i s  d e te rm in e d  by th e  re q u ire m e n ts  o f  
th e  o c c u p a tio n  and th e  n eed s o f  th e  s tu d e n t s .
8 . Each s tu d e n t  p e rfo rm s a c tu a l  o f f i c e  a c t i v i t i e s  as  an in d iv id u a l ,  
w h ile  u n d e r o f f i c e  p r e s s u r e s ,  and n o t  a s  a  g roup .
9 .  Grade re q u ire m e n ts  a re  e q u a l t o  a c t u a l  job  s ta n d a rd s .
1 0 . I n s t r u c t i o n  i s  p ro v id e d  on an in d iv id u a l  b a s i s  and th u s  can
p ro v id e  th e  above av e ra g e  a  h ig h e r  d eg ree  o f  p r o f ic ie n c y  and 
t e c h n ic a l  e d u c a tio n  as  w e ll  as  o f f e r in g  th e  below  av erag e  an 
em ployab le  s k i l l .
12 L ee , B u s in ess  and O ff ic e  E d u c a tio n , p .  1 .
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Mr. Lee c o n t r a s t s  t h i s  t o  th e  t r a d i t i o n a l  c la ssro o m  approach  t h a t  has 
th e  fo llo w in g  c h a r a c t e r i s t i c s :
1 . A l l  s tu d e n ts  a re  d o in g  th e  same th in g  a t  th e  same t im e .
2 . M a te r ia ls  and  p r o je c t s  come from  p u b lis h e d  te x tb o o k s  and 
p r a c t i c e  s e t s .
3 . M o stly  d e v e lo p in g  b a s ic  s k i l l s  r a t h e r  th a n  a p p ly in g  s k i l l s  t o  
an o f f i c e  s i t u a t i o n .
k .  L ength  o f  i n s t r u c t i o n ,  no m a tte r  w hat th e  c a re e r  o b je c t iv e  o f  
t h e  s tu d e n t ,  i s  u s u a l ly  th e  same f o r  a l l .
5 . Lacks o f f i c e  p r e s s u r e ,  and  so th e  s tu d e n t  u s u a l ly  e n te r s  
p r iv a t e  s c h o o ls  f o r  a d d i t io n a l  t r a i n i n g .
6 . The c la ss ro o m  d o e s n 't  b r id g e  th e  gap betw een th e  sch o o l and th e  
w o rld  o f  w ork. *- '
7 . Equipm ent m a in ly  o f  th e  same make r a t h e r  th a n  o f  th e  v a r i e ty  
found  in  th e  b u s in e s s  o f f i c e .
8 . U su a lly  a  c o u rse  and n o t  a  program  o f  i n s t r u c t io n  f o r  im m ediate 
and g a in f u l  em ploym ent: p r e s e n ts  much "how" and la c k s  "why"
som ething, i s  done.
9 .  U s u a l ly . r e p r e s e n ts  g e n e ra l  p r e p a r a t io n  f o r  a  jo b  r a th e r  th a n  
p r e p a r a t io n  f o r  a  carepf". - ,
1 0 . C ourse work i s  n o t m a in ta in e d  w ith  a d v ic e  from  o c c u p a tio n a l 
g roups o r  a c c o rd in g  ^o employment o p p o r tu n i t i e s .
1 1 . The c la ss ro o m  d o e s n 't  p ro v id e  t e c h n ic a l  t r a i n i n g  fo r  th e  abovgg 
o r  below  a v e ra g e  s tu d e n t  b u t  th e  m id d le -o f - th e - ro a d  ap p ro ach .
O f f ic e  o c c u p a tio n s  c o u rse s  a re  o f f e r e d  f a r  more e x te n s iv e ly  th a n  
o th e r  b u s in e s s  c o u r s e s ;  abou t 1 ,8 0 0 ,0 0 0  s tu d e n ts  a re  e n r o l l e d .  A s i g ­
n i f i c a n t  b u t  unknown p ro p o r t io n  a r e  e n r o l l e d  o n ly  f o r  s e m e s te rs  and ta k e  
program s f o r  a v o c a t io n a l  p u rp o s e s ,  i . e . ,  ty p in g .  Secondary  sch o o ls  
em ploy more th a n  60 ,000  b u s in e s s  e d u c a tio n  t e a c h e r s ,  com pared t o  37>000 
te a c h e r s  engaged in  a l l  th e  f e d e r a l l y  a id e d  v o c a t io n a l  p ro g ram s. I f  
c u r r e n t  t r e n d s  c o n t in u e ,  27 p e rc e n t o r n e a r ly  3 m i l l io n  new jo b s  w i l l
13L ee , B u s in ess  and O ff ic e  E d u c a tio n , p p . i v ,  v .
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be a v a i la b l e  and H00,000 new w orkers a re  needed  a n n u a lly  as rep la cem e n ts  
in  t h i s  h ig h  tu rn o v e r  f i e l d .
The b u s in e s s  e d u c a tio n  d ep artm en t w orks w ith  th e  community th ro u g h  
community su rv e y s  ; r e c o g n iz e s  and  u t i l i z e s  e x i s t e n t  community re s o u rc e s  
t o  e n r ic h  th e  c u r r ic u lu m ; v i s i t s  l o c a l  o f f i c e s ,  f a c t o r i e s ,  and s t o r e s ;  
and  th e  f a c u l ty  works a s  a  b u s in e s s  a d v is o ry .
F o r p u rp o se s  o f  t h i s  d i s c u s s io n ,  th e  te rm  c u rr ic u lu m  h as  t o  be 
c o n s id e re d  as  t h e  sum t o t a l  o f  th e  s t u d e n t 's  e x p e r ie n c e s  and a c t i v i t i e s  
u n d er th e  d i r e c t i o n  o f  th e  s c h o o l ,  o r  s p e c i f i c a l l y ,  th e  b u s in e s s  e d u c a tio n  
d e p a r tm e n t, in c lu d in g  te a c h in g  m a te r ia ls  and  m ethodology.
A b u s in e s s  and o f f i c e  e d u c a tio n  c u rr ic u lu m  i s  d e f in e d  as  a  sequence 
o f  l e a r n in g  e x p e r ie n c e s  d e s ig n e d  fo r  th e  a t ta in m e n t o f  e m p lo y a b il i ty  and 
s a t i s f a c t o r y  jo b  p erfo rm ance  on th e  p a r t  o f  th e  s tu d e n ts  in  a  fam ily  o f  
b u s in e s s  and o f f i c e  o c c u p a tio n s  o r  in  a  s p e c i f i c  o c c u p a tio n  chosen as a  
c a r e e r  o b je c t iv e  by th e  s tu d e n t .  The le a r n in g  e x p e r ie n c e s  a re  p ro v id ed  
th ro u g h  g e n e ra l  e d u c a tio n  s u b j e c t s ,  econom ics and p r in c i p le s  o f  b u s in e s s ,  
and s p e c ia l i z e d  t e c h n ic a l  b u s in e s s  and o f f i c e  e d u c a tio n  s u b je c t s .
L i t e r a t u r e  R e la te d  t o  M eeting  th e  Needs o f  th e  Modern O ff ic e  Worker and 
O c c u p a tio n a l G uidance
The work o f  th e  o f f i c e  i s  an im p o rta n t a s p e c t  o f  th e  t o t a l  p ro d u c tiv e  
e f f o r t ,  n o t  o n ly  b eca u se  o f  th e  n a tu r e  o f  th e  work p e rfo rm e d , b u t  a l s o  
b e c a u se  o f  th e  num bers o f  p e rso n s  who have chosen  o f f i c e  c a r e e r s .  In  
o b ta in in g  a  b ro a d  overv iew  o f  th e  needs o f  th e  w orker in  th e  modern o f f i c e ,  
i t  i s  im p o rta n t t o  keep  th e  fo llo w in g  q u e s tio n s  in  mind and develop  a  
p h ilo so p h y  c o n c e rn in g  w hat t o  te a c h  so t h a t  s tu d e n ts  a re  a d e q u a te ly  p re p a re
^^G ran t Venn, Man, E d u c a tio n , and Work, p p . 8O-8I .
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f o r  e n t r y - l e v e l  o c c u p a tio n s .  What i s  th e  demand f o r  c l e r i c a l  o r  s e c r e t a r i a  
w o rk ers?  What i s  th e  d i f f e r e n c e  betw een a  c l e r i c a l  and s e c r e t a r i a l  occupâ t 
What jo b s  w i l l  be  a v a i la b le  t o  h ig h  sc h o o l g ra d u a te s?  How can o f f i c e  p r a c t  
p ro v id e  n e c e s s a ry  e x p e r ie n c e s  t o  d ev e lo p  b a s ic  s k i l l s ?  What s k i l l s  and 
a p t i tu d e s  m ust be ta u g h t?  What does b u s in e s s  e x p e c t o f  th e  g rad u a te?  W ill 
th e  c o n ç u te r  r e p la c e  th e  c l e r i c a l  w orker? What c l e r i c a l  and s e c r e t a r i a l  
r e l a t e d  a p p l ic a t io n s  a re  a f f e c t e d  by d a ta  p ro c e s s in g ?  How can v o c a t io n a l  
e d u c a tio n  r e c e iv e  th e  s t a t u s  and p r e s t i g e  t o  p e rfo rm  i t s  v i t a l  and p ro p e r 
r o l e  in  a  te c h n o lo g ic a l  s o c ie ty ?  What i s  th e  r o l e  o f  v o c a t io n a l  c o u n se lin g  
The number o f  c l e r i c a l  w orkers  in  th e  U n ite d  S ta te s  has been  in c r e a s ­
in g  r a p id l y  a t  a  r a t e  d is p r o p o r t io n a te  t o  t h a t  o f  th e  t o t a l  la b o r  f o r c e .
In  1950  ab o u t 7 m i l l io n  o r  12 p e rc e n t  o f  th e  c o u n t ry 's  la b o r  fo rc e  o f  
57 m i l l io n  w ere em ployed in  c l e r i c a l  o c c u p a tio n s
As o f  Septem ber 1966, th e  U n ite d  S ta te s  had  o v er 3 .5  m i l l io n  male 
c l e r i c a l  w o rk ers  and 8 .^  m i l l io n  fem ale c l e r i c a l  w o rk e rs . The work fo rc e  
o f  a b o u t 12 m i l l io n  c l e r i c a l  w orkers  i s  ap p ro x im a te ly  16 p e rc e n t o f  th e  
t o t a l  la b o r  fo r c e  o f  o v e r 7^ m i l l i o n . P r o j e c t i o n s  o u t l in e d  in  th e  
O c c u p a tio n a l O utlook  Handbook in d i c a te  t h a t  t h i s  t r e n d  w i l l  c o n tin u e  a t  
l e a s t  u n t i l  1975 , as  in d ic a te d  by th e  fo llo w in g  s ta te m e n t;
Ençloym ent in  c l e r i c a l  o c c u p a tio n s  i s  ex p ec ted  to  r i s e  v e ry  
r a p id l y  d u r in g  th e  1965-75 d eca d e . As employment r i s e s  t o  meet th e  
n eed s  o f  an expand ing  economy, i t  i s  a n t i c ip a te d  t h a t  more th a n  300,00 
new p o s i t i o n s  in  c l e r i c a l  and r e l a t e d  o c c u p a tio n s  w i l l  be  added each 
y e a r .  And an even g r e a t e r  number o f  c l e r i c a l  w orkers w i l l  be needed 
each  y e a r  t o  r e p la c e  th o s e  who r e t i r e  o r  le a v e  th e  jo b  f o r  o th e r  re a s o
U n ite d  S ta t e s  D epartm ent o f  L ab o r, Employment and E arn in g s and 
M onthly R ep o rt o f  th e  Labor F o rc e , V o l. X I I I ,  No. 4 ,  Government P r in t i n g  
O f f ic e  (W ashing ton , D .C .: 1 9 6 6 ) , p . 32 , T ab le  A -I6 .
^^The U n ite d  S ta t e s  D epartm ent o f  L ab o r, O ccu p a tio n a l O utlook Handbook 
1966-67  E d i t io n ,  Government P r in t i n g  O ff ic e  (W ash ing ton , D. C. :  1966 ) ,  p .  2
l i t
As in d u s t r y  demands in c r e a s in g  v o c a t io n a l  and e d u c a tio n a l  com petencies 
in  em p lo y ees , i t  i s  n e c e s s a ry  t h a t  v o c a t io n a l  e d u c a tio n  become o r ie n te d  
t o  o c c u p a t io n a l  n eed s and dem ands. In  th e  A merican B u sin ess  E duca tion  
Y earbook o f  1959 t h a t  c o n c e n tr a te s  on th e  c l e r i c a l  p rogram , some i n t e r e s t i n  
p o in t s  t o  c o n s id e r  a r e  b ro u g h t o u t .
The d i f f i c u l t y  o f  e x p lo r in g ,  to  any g re a t  e x t e n t ,  re q u ire m e n ts  
in  th e  c l e r i c a l  o c c u p a tio n s  may be in d ic a te d  by th e  f a c t  t h a t  th e  
D ic t io n a ry  o f  Job T i t l e s  l i s t s  o v e r 1 ,5 0 0  s e p a ra te  job  t i t l e s  under 
th e  c l a s s i f i c a t i o n  o f  C le r i c a l  and K indred  W orkers."  Under th e  
com bined c a te g o r ie s  o f  "G en era l C le rk "  and "G eneral O ff ic e  C le rk ,"  
more th a n  100 d i f f e r e n t  jo b  t i t l e s  a r e  l i s t e d .
In  a d d i t io n  t o  th e  problem s p r e s e n te d  by th e  g r e a t  number o f  
c l e r i c a l  jo b  t i t l e s ,  a r e  problem s p r e s e n te d  by th e  g r e a t  v a r i e ty  
o f  d u t i e s  and r e s p o n s i b i l i t i e s  t h a t  a r e  im p lie d  by th e  v a r io u s  
c l a s s i f i c a t i o n s .  Such d u t i e s  and r e s p o n s i b i l i t i e s  may ran g e  from 
th o s e  o f  s o r t i n g  c l e r k ,  who needs a  h ig h  d eg ree  o f  m otor and p e rc e p tu a  
a b i l i t y ,  t o  th o s e  o f  an a d m in is t r a t iv e  a s s i s t a n t ,  who needs a  h ig h  
d eg ree  o f  i n t e l l i g e n c e ,  in fo rm a tio n ,  s k i l l  and v e r s a t i l i t y —e n o u ^  in  
some c a s e s  t o  manage an e n t i r e  o r g a n iz a t io n  d u r in g  th e  absence  o f  th e  
c h i e f  e x e c u t iv e .  Even in  a  f irm  o f  m odera te  s i z e ,  th e  d u t ie s  o f  a 
s in g le  c l e r k  may com prise  a  l a r g e  v a r i e t y  o f  s e p a ra te  ta s k s  t h a t ,  in  
t u r n ,  c o u ld  be b roken  down in t o  dozens o f  m e n ta l,  s e n s o ry , and 
m otor s k i l l s .
In  o rd e r  t o  m eet th e  n eeds  o f  th e  modern o f f i c e  w o rk e r, th e  fo llo w in g  
sh o u ld  b e  k e p t  in  mind:
The te rm s s a la b l e  s k i l l s ,  m a rk e ta b le  o r  em ployable s k i l l s  
a r e  becom ing m en tioned  more f r e q u e n t ly  in  d is c u s s io n s  d e a l in g  w ith  
com prehensive h ig h  s c h o o ls  as w e ll  as  v o c a t io n a l  s c h o o ls .  There 
i s  no lo n g e r  an o u t l e t  f o r  th o s e  w ith o u t em ployable s k i l l s . A 
p e rso n  must a t t a i n  a  l e v e l  o f  e d u c a t io n a l  p r o f ic ie n c y  so t h a t  he 
i s  p re p a re d  t o  e n t e r  some o c c u p a tio n  a f t e r  le a v in g  s c h o o l.
A r e a l i s t i c  ap p roach  t o  o c c u p a tio n a l  e d u c a tio n  in c lu e s  a t  l e a s t  th r e e
T h arry  Huffman, E d i to r ,  "The C le r i c a l  Program  in  B u sin ess  E d u c a tio n ,"  
The A m ericy i B u s in ess  E d u ca tio n  Y earbook, V o l. l 6  (New York: 1959)»
p p . l»05-Hoé.
1A
J .  W. G iach in o  and R alph 0 . G a l l in g to n ,  C ourse C o n s tru c tio n  in  
I n d u s t r i a l  A r t s ,  V o c a tio n a l and T e c h n ic a l E d u c a tio n , American T e c h n ic a l 
S o c ie ty  (C h icago : 1 9 6 7 ) , p .  82 .
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com ponent s :
1 . B egin w ork ing  w ith  y o u th  w ith  r e s p e c t  to  b u i ld in g  a  fa v o ra b le  
image and a t t i t u d e  to w ard  th e  w o rld  o f  work.
2 .  D evelop a  more r e a l i s t i c  approach  t o  c a r e e r  p la n n in g  o r  
p ro v id in g  e d u c a tio n  e x p e r ie n c e s  w hich would be h ig h ly  r e le v a n t  
t o  t h e  w o rld  o f  work and job  re q u ire m e n ts  an d , e s p e c i a l l y ,  t o  
p ro v id e  th o s e  r e le v a n t  e d u c a t io n a l  o p p o r tu n i t ie s  f o r  p eo p le
o f  a l l  ages and th ro u g h o u t th e  e n t i r e  c a r e e r  l i f e  p a t t e r n .
3 . T here sh o u ld  be th e  e s ta b l is h m e n t in  each  com munity, p r e f e r a b ly  
as  a  p a r t  o f  th e  ongo ing  e d u c a tio n  sy stem , a  c o o rd in a t in g  job  
p lacem en t s e r v ic e  p ro v id in g  f o r  p la n n ed  and e f f i c i e n t  jo b  e n try  
f o r  young p e o p le  and o p p o r tu n i ty  f o r  u p g rad in g  th ro u g h o u t l i f e ,  
a  p lacem en t s e r v ic e  b r id g in g  th e  gap betw een th e  e d u c a tio n  
sy stem  and th e  w o rld  o f  w ork. A f te r  i n i t i a l  p lacem en t th e  
s c h o o l sy stem  m ust c o n tin u e  t o  p ro v id e  s e rv ic e s  w hereby th e  
em ployee can e f f i c i e n t l y  r e - e n t e r  and e f f i c i e n t l y  r e -e d u c a te  
h im s e lf  f o r  upw ard m o b i l i ty  in  a  s u c c e s s f u l  c a r e e r  b u i ld in g  
p a t t e r n . "
O ff ic e  work g e n e r a l ly  c o n s i s t s  o f  e i ^ t  ty p e s  o f  a c t i v i t y  in c lu d in g  
ty p in g ,  p r e p a r a t io n  f o r  d u p l i c a t i o n ,  f i l i n g ,  r e c o rd  k e e p in g , te le p h o n in g ,  
m achine o p e r a t io n ,  d i c t a t i o n ,  t r a n s c r i p t i o n ,  and  m isc e lla n e o u s  a c t i v i t i e s .  
In  an  e x te n s iv e  r e s e a r c h  p r o j e c t  com pleted  by th e  School o f  E d u ca tio n  o f  
th e  U n iv e r s i ty  o f  C o n n e c t ic u t ,  t h e r e  w ere s e v e r a l  s p e c i f i c  f in d in g s  abou t 
t h e  r e l a t i o n s h i p  o f  d a ta  p ro c e s s in g  t o  th e  o f f i c e  e d u c a tio n  c u rr ic u lu m .
The u se  o f  e l e c t r o n i c s  t o  p ro c e s s  d a ta  i s  an im p o rta n t f a c e t  o f  th e  econom: 
sy stem  in  t h e  U n ite d  S t a t e s ,  and o f f i c e  w orkers must be p re p a re d  t o  u n d e r­
s ta n d  and cope w ith  th e  way in fo rm a tio n  system s w ork.
1 . The e d u c a t io n a l  i n s t i t u t i o n s  a re  n o t  p re p a r in g  enough p e rso n s  
t o  m eet th e  demands o f  b u s in e s s .
2 .  Comm unication s k i l l s ,  b o th  o r a l  and w r i t t e n ,  a re  demanded o f  
d a ta  p ro c e s s in g  p e r s o n n e l .
19Rocky M ountain E d u c a tio n a l L a b o ra to ry , Between E d u ca tio n  and th e  
W orld o f  Work (J u n e , I 9 6 8 ) ,  p .  2 5 .
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3 . D a ta  p ro c e s s in g  p e rs o n n e l need  to  be  o r ie n te d  to  th e  t o t a l  
system s app ro ach  t o  b u s in e s s .^0
C aro lyn  Godby com pleted  a  s tu d y  t h a t  was t o  i d e n t i f y  th e  o p p o r tu n i t ie s  
/ and re q u ire m e n ts  o f  th e  w orkers  in  th e  b u s in e s s  d a ta  p ro c e s s in g  o c c u p a tio n s  
and d e te rm in e  w hat changes m ight a d v is e d ly  be made in  th e  b u s in e s s  e d u c a tio  
p rogram . She in te rv ie w e d  21 b u s in e s s e s  r e p r e s e n t in g  l a r g e ,  s m a l l ,  and 
medium in  a re a s  o f  m a n u fa c tu r in g , w h o le s a lin g ,  r e t a i l i n g ,  s e r v i c e ,  and 
f in a n c e .  She co n c lu d ed  t h a t  th e  e n t r y - l e v e l  p o s i t io n s  were key-punch 
o p e r a to r ,  f i l e  c l e r k ,  v e r i f i e r  o p e r a to r ,  s o r t i n g  machine o p e r a to r ,  d a ta  
t y p i s t ,  and t e l e ty p e  o p e r a to r .  Jobs w hich a re  c u s to m a r ily  p ro m o tio n a l 
in c lu d e  le a d  key-punch  o p e r a to r ,  t a b u la t i n g  m achine o p e r a to r ,  t a b u la t i n g  
m achine s u p e r v i s o r ,  t a b u l a t i n g  r e c o rd  c o n t r o l  c l e r k ,  c a rd - ta p e -c o n v e r te r  
o p e r a to r ,  and ta p e  l i b r a r i a n .
B as ic  ty p e w r i t in g  s k i l l  i s  u s u a l ly  e s s e n t i a l  and c a l c u la t in g  i s  
h e l p f u l .  Em ployers recommend t r a i n i n g  in  math and  b a s ic  com m unications, 
a c c o u n tin g  and b o o k k eep in g , and p r e p a r a t io n  o f  s t a t i s t i c a l  r e p o r ts
Many o f f i c e s  have been  s lo w ly  in t ro d u c e d  t o  th e  s c i e n t i f i c  management 
so  p r e v a le n t  in  f a c to r y  and p la n t  a r e a s .  As a  r e s u l t ,  to d ay  th e r e  i s  
ev id e n c e  o f  a  r a p id ly  chang ing  a tm osphere in  th e  o f f i c e .  There i s  an 
in te n s iv e  n eed  f o r  o rg a n iz a t io n  t o  p roduce in fo rm a tio n  f a s t e r  and more 
a c c u r a te ly .  S p e c i a l iz a t i o n  h as  come t o  th e  o f f i c e ,  a l s o ,  w hich means 
t h a t  one p e rso n  may do a  r o u t in e  c o n t in u o u s ly .  In  o rd e r  t o  f e e l  im p o r ta n t ,  
i t  i s  n e c e s s a ry  f o r  th e  w orker t o  se e  h i s  jo b  in  r e l a t i o n  to  th e  e n t i r e
F . K endrick  B angs, P r in c i p a l  I n v e s t i g a t o r ,  and M ild re d  C. H i l l e s t a d ,  
R esea rch  A s s o c ia te ,  C u r r ic u la r  Im p l ic a t io n s  o f  Autom ated D ata  P ro c e s s in g  
f o r  E d u c a tio n a l I n s t i t u t i o n s , U .S . O ff ic e  o f  E d u ca tio n  (U n iv e rs i ty  o f  
C o lo rado : 1 9 ^ 8 ).
21C aro lyn  Godby, " C le r i c a l  Employees in  D ata  P ro c e s s in g  O ccu p a tio n s ,"  
B alan ce  S h e e t ,  V o l. X LV III, No. 2 (O c to . ,  1 9 6 6 ) , p p . 5 9 -6 0 , 93 .
IT
sy s tem . System s a n a ly s i s  m ust be u sed  in  th e  developm ent o f  a  s im u la te d  
o f f i c e  e x p e r ie n c e  t o  in s u r e  t h a t  s tu d e n ts  w i l l  r e c e iv e  com prehensive 
t r a i n i n g  t h a t  w i l l  n o t be  m is le a d in g .
The f lo w -o f-w o rk  app ro ach  i s  an e s s e n t i a l  c h a r a c t e r i s t i c  o f  a  
s im u la te d  o f f i c e  e x p e r ie n c e ,  c o n s e q u e n tly ,  i t  i s  n e c e s s a ry  t h a t  th e  
i n i t i a t o r  o f  th e  program  u n d e rs ta n d  th e  answ ers t o  fundam ental q u e s tio n s  
r e l a t i n g  t o  th e  c l u s t e r  c o n c e p t,  system s a n a ly s i s  a s  an a s p e c t o f  t r a i n i n g ,  
and th e  b a s ic s  o f  in fo rm a tio n  sy s te m s .
The c l e r i c a l  w orker m ust now have an u n d e rs ta n d in g  o f  th e  
r e l a t i o n s h i p  and w ork ing  p ro c e s s e s  o f  s e v e r a l  d ep artm en ts  o f  th e  
company. She can  now se e  p a p e r work in  g e n e ra l  and h e r  p ap e r work 
in  p a r t i c u l a r  as  a  means t o  an in ç o r t a n t  end  r a th e r  th a n  as  a  mass 
o f  r e d  t a p e .
The c l u s t e r  c o n c e p t i s  a  d e s c r ip t iv e  te rm  a p p l ie d  t o  a  form o f  
v o c a t io n a l  e d u c a tio n  d i r e c te d  to w ard  th e  p r e p a r a t io n  o f  in d iv id u a ls  fo r  
e n t ra n c e  i n t o  a  sp ec tru m  o f  o c c u p a tio n s .  The o c c u p a tio n s  s e le c te d  fo r  
a  "sp ec tru m " o r  " c l u s t e r "  a r e  th o s e  found t o  r e q u i r e  th e  same p r o f ic i e n c i e s  
in  a  number o f  a r e a s ,  nam ely , m easurem ent, com m unica tions, m a th em a tic s , 
s c ie n c e ,  s k i l l ,  and g e n e ra l  in fo rm a tio n .  W ith t h i s  program  th e r e  i s  a  
g r e a t e r  d e g re e  o f  o c c u p a tio n a l  e x p lo ra t io n  on th e  p a r t  o f  th e  s tu d e n t ,  
t h e r e  i s  o p p o r tu n i ty  t o  g a in  s u f f i c i e n t  s k i l l  and u n d e rs ta n d in g  fo r  job  
e n t r y  a s  w e ll  a s  th e  background  t o  e n a b le  him  to  e f f e c t i v e l y  a p p ra is e  h is  
i n t e r e s t  and  p o t e n t i a l i t i e s .  The modern o f f i c e  w orker n eeds t h i s  m u l t i -  
o c c u p a t io n a l  d i r e c t i o n .
pp
K enneth P . M orse, "A utom ation Demands T ra in in g  in  F u n d am en ta ls ,"  
B u s in e ss  E d u ca tio n  W orld , V o l. XXXVIII, p .  1 2 .
^ D o n a ld  M aley, "The C lu s te r  C o n cep t, Chance f o r  O ccu p a tio n a l E x p lo r­
a t i o n , "  A merican V o c a tio n a l J o u r n a l ,  V o l. k2.  No. 7 ( O c t . ,  I 967 ) ,  p p . 23-2k
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. I n d u s t ry  needs w orkers  who a r e  f l e x i b l e ,  w orkers who have 
a  f i e l d  o f  s k i l l s  and b a s ic  e d u c a tio n  t h a t  w i l l  e n a b le  them  to  
a d a p t r a p id ly  t o  o c c u p a tio n a l  ch an g e .^
M eeting  in d iv id u a l  needs o f  th e  modern o f f i c e  w orker i s  im p o r ta n t .
/ I t  i s  an a l e r t  v o c a t io n a l  e d u c a to r  who re c o g n iz e s  t h a t  a l l  s tu d e n ts  a re  
n o t  a t  th e  same s ta g e  in  t h e i r  developm ent when th e y  e n te r  a  c ap s to n e  
c o u r s e .  In  a t te m p t in g  t o  a c h ie v e  th e  d e s i r e d  outcom es f o r  th e  l e a r n e r  in  
any e d u c a t io n a l  p rogram , th e  te a c h e r  must re c o g n iz e  t h a t  outcomes fo r  a l l  
l e v e l s  o f  s tu d e n ts  w i l l  n o t  b e  a c h ie v e d  by th e  same m eans.
In  program  dev e lo p m en t, co n cern  m ust be  g iven  t o  th e  h ig h  
a c h ie v e r  a s  w e ll  a s  th e  p o t e n t i a l  d ro p o u t, and te a c h e r  e d u c a tio n  
program s must be p la n n ed  a c c o rd in g ly .  But te a c h e r  e d u c a tio n  may 
seem u n r e a l i s t i c  i f  te a c h e r s  a re  t r a i n e d  t o  cope o n ly  w ith  th e  
i d e a l  s i t u a t i o n ,  and program s may be u n r e a l i s t i c  i f  t h e i r  d e s ig n  
i s  l i m i t e d  t o  s e rv e  o n ly  th e  v e ry  few whose s ig h ts  a re  c l e a r ,  
whose problem s a re  few , and who f i t  a l l  th e  images demanded by 
b u s in e s s
Edward Jo sep h  Shoben, J r .  say s  t h a t  l e a r n in g  r e s t s  e s s e n t i a l l y  on 
t h r e e  p r o p o s i t io n s :
F i r s t ,  a  p rim ary  o b je c t iv e  i s  more th e  developm ent o f  s t ro n g  
m o tiv a t io n  f o r  ongo ing  l e a r n in g  th ro u g h o u t l i f e  th a n  th e  m aste ry  
o f  p a r t i c u l a r  s u b je c t  m a t te r .
Second, a  m ajo r d eg ree  o f  a t t e n t i o n  m ust be fo cu sed  on th e  
m ethods o f  l e a r n in g —d e f in in g  p ro b le m s , g a th e r in g  e v id e n c e , making 
in f e r e n c e s ,  and a p p ly in g  p r e v io u s ly  a c q u ire d  g e n e r a l iz a t io n s .  To 
t h i s  en d , heavy em phasis m ust be l a i d  t h r o u ^ o u t  th e  sch o o l y e a rs  
on such  sym bolic  s k i l l s  as  la n g u ag e  and m a th e m a tic s .
F in a l ly ,  c u r r i c u l a r  c o n te n t  can  be  g e n e ra te d  from  an a n a ly s i s  
o f  th e  f i e l d s  o f  human know ledge in to  sequence in  w hich each s tu d e n t 
m ust m a s te r  p r i o r  s te p s  b e fo re  p ro c e e d in g  a t  h i s  own pace t o  l a t e r  
o n e s .
^ Edwin L. Rumpf, " T ra in in g  th e  Manpower C a ta ly s t , "  Manpower and 
T ra in in g  Needs o f  th e  Food I n d u s t r y , C onference (W ashington , D .C .: I 96U ),
p .  1 0 .
25
K enneth L. Rowe, "How L ea rn in g  Takes P la c e  t o  A chieve V o c a tio n a l 
O utcom es," American V o c a tio n a l J o u r n a l , V o l. 1*2, No. 6 ( S e p t . ,  I 9 6 7 ) ,
p p . 2 0 -2 1 .
^^Rowe, "How L e a rn in g  Takes P la c e  . . . , "  p .  62.
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In  c o n s id e r in g  how t o  m eet in d iv id u a l  n e e d s , th e  problem s o f  th e
27 /28d is a d v a n ta g e d  a r e  p o in te d  up by B y e rs . There needs t o  be more
re s e a r c h  com ple ted  on how t o  p ro v id e  f o r  th e  e x c e p t io n a l  s tu d e n t .  B u sin ess  
e d u c a tio n  has t r a d i t i o n a l l y  t r a i n e d  th e  av e rag e  and t r i e d  t o  p ro v id e  a d d i t io n a l
/
s tim u lu s  f o r  th e  advanced  and d is a d v a n ta g e d . The V o c a tio n a l A cts have l a i d  
p a r t i c u l a r  s t r e s s  on th e  d is a d v a n ta g e d  s tu d e n t .
E x c e p tio n a l s tu d e n ts  must be  ta u g h t  more economic c o n ce p ts  and p re p a re d  
t o  be  e x e c u tiv e  s e c r e t a r i e s  w here a  g r e a t  d e a l  o f  d e c is io n  msiking and 
background  i s  r e q u i r e d .  S p e c ia l  p r o je c t s  m ust be r e q u ir e d  a sk in g  them  to  
a n a ly z e  s i t u a t i o n s  and im prove them , su rv e y  b u s in e s s e s  f o r  a  p a r t i c u l a r  
e d u c a t io n a l  n e e d , e t c .  The a v e ra g e  s tu d e n t  w i l l  be c h a lle n g e d  a c c o rd in g  
t o  h i s  a b i l i t y .  The d is a d v a n ta g e d  sh o u ld  be t r a i n e d  a c c o rd in g  to  h i s  
c a p a b i l i t i e s .
L i t e r a t u r e  R e la te d  t o  Program s O ffe r in g  R e a l i s t i c  E x p erien ces  in  O ff ic e  
O ccu p atio n s  T ra in in g
There a re  many d i f f e r e n t  words and p h ra s e s  u sed  to  d e s c r ib e  ty p e s  o f  
o f f i c e  p r a c t i c e  c o u rs e s  and th e  methods th e y  u s e .  Some o f  th e  m ajor ones 
a re  c o n v e n tio n a l  c la ss ro o m , in t e n s iv e  l a b o r a to r y ,  model l a b o r a to r y ,  s im u la te d  
work e x p e r ie n c e ,  c o o p e ra tiv e  e d u c a t io n ,  s e c r e t a r i a l  p r a c t i c e ,  c l e r i c a l  
p r a c t i c e ,  s c h o o l s e c r e t a r y ,  p r o j e c t ,  p r a c t i c e  s e t ,  i n t e r n ,  work e x p e r ie n c e , 
o b s e r v a t io n ,  a p p r e n t ic e s h ip ,  and  g e n e ra l  o f f i c e  p r a c t i c e .  B a s ic a l ly ,  
th e r e  a re  th r e e  m ajo r ty p e s  o f  m ethods b e in g  u sed  in  c a p s to n e  c o u rs e s —work 
e x p e r ie n c e ,  p r o j e c t  in  s t r u c t u r e d  c la ss ro o m , and s im u la t io n .
^^Edward E. B y e rs , "The A cad em ica lly  U n su c c e ss fu l: H is S p e c ia l N eed s,"
B u sin ess  T eacher ( November-December, 1 9 6 8 ), p p . 2 -3 .
28 Edward E . B y e rs , "The A cad em ica lly  U n s u c c e s s fu l ,"  B u sin ess  T eacher 
(S ep tem b er-O c to b e r, 1968 , p p . 2 -3 .
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T his s e c t io n  o f  th e  r e l a t e d  l i t e r a t u r e  i s  d e s ig n ed  to  a c q u a in t th e  
o f f i c e  p r a c t i c e  c o u rse  o f  s tu d y  d ev e lo p ed  w ith  w hat te a c h in g  co n cep ts  
w i l l  b e s t  acco m p lish  th e  o b j e c t iv e s ,  what i s  th e  n a tu re  o f  work in c e n t iv e s  
and a t t i t u d e s  t h a t  s tu d e n ts  u se  as  a  b a s i s  o f  l e a r n in g ,  what th e  r e l a t i o n ­
s h ip  o f  t h e  s im u la te d  o f f i c e  e x p e r ie n c e  i s  t o  o th e r  c a p ts to n e  c o u r s e s ,  
and how a  t e a c h e r 's  p r e p a r a t io n  can  be  im proved f o r  work in  a  la b o r a to r y -  
ty p e  e x p e r ie n c e .
S t r u c tu r e d  o f f i c e  c l a s s . —K osanovich a d v o c a te s  a  g e n e ra l approach  
and  a  s t r u c t u r e d  c l a s s  and t o  do away w ith  fan cy  te rm s and o p e ra t io n s .
He say s  t h a t  th e  s p e c i a l i s t s 'a p p r o a c h  ta u g h t  around  a  s p e c i f i c  s i t u a t i o n  
o r  m odeled on a  s p e c i f i c  a r e a  o f  employment p r e s e n ts  l im i te d  a c t i v i t i e s  
end m ethods o f  i n s t r u c t i o n  t o  one s i t u a t i o n  o r  a r e a  o f  em ployment.
A g e n e ra l  p r a c t i t i o n e r  s t a r t s  w ith  th e  b a s ic  r u le s  and 
moves from  t h a t  p o in t .  W ith o f f i c e  p r a c t i c e ,  to o ,  th e  b a s ic  
r u l e s  a re  a l l - im p o r t a n t .  They make f o r  a  com prehensive found­
a t io n  f o r  einy c irc u m sta n c e  in  th e  b u s in e s s  w o rld . These r u le s  
do n o t  change w ith  any o f f i c e  s i t u a t i o n ;  c o n se q u e n tly ; h av in g  
been  le a r n e d  by th e  s tu d e n t ,  th e s e  r u le s  w i l l  p la c e  th e  g rad u a te  
in  an  e n v ia b le  p o s i t i o n  in  th e  b u s in e s s  w o rld . She m ight la c k  
sp eed  on a  p a r t i c u l a r  m ach in e , b u t a  w eek 's  e x p e r ie n c e  w i l l  
c o r r e c t  t h i s .
A lthough  th e r e  i s  no n eed  f o r  th e  c l a s s  t o  be s e t  up 
l i k e  an o f f i c e ,  t h e r e  i s  no re a s o n  why th e  s tu d e n ts  s h o u ld n 't  a c t  
a s  i f  th e y  w ere o f f i c e  p e rs o n n e l and  p e rfo rm  on a  b u s in e s s l ik e  
b a s i s .  T h is  i n s t i l l s  good h a b i t s  and p e rm its  th e  s tu d e n ts  t o  work 
and c o o p e ra te  w ith  each  o th e r .  S tu d e n ts  sh o u ld  be p e rm itte d  t o  t a l k  
w ith in  t h e i r  own group and even w ith  s tu d e n ts  o u ts id e  t h e i r  
a c t i v i t y ,  i f  th e  c o n v e rs a t io n  i s  r e s t r i c t e d  t o  c l a s s  b u s in e s s .
The fu n d am en ta ls  do n o t change . O ff ic e  s i t u a t io n s  a re  as 
v a r ie d  as  t h e i r  num ber.
S im u la te d  e x p e r ie n c e s . — The D epartm ent o f  P u b lic  I n s t r u c t io n  in  
M adison , W isco n s in , d i s t r i b u t e d  a  b u l l e t i n  l i s t i n g  th e  fo llo w in g  exam ples
^^W illiam  T. K osanov ich , " O ff ic e  P r a c t i c e :  S p e c i a l i s t  vs G eneral
P r a c t i t i o n e r , "  B u s in ess  E d u ca tio n  W orld , V o l. UH, No. 6 (F e b .,  1 9 6 4 ), 
pp . 1 3 -1 5 .
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o f  " s im u la te d "  e x p e r ie n c e s  w hich m ight be p ro v id e d  in  approved v o c a t io n a l
e d u c a tio n  program s on th e  h ig h  sc h o o l l e v e l .
N ine weeks o f  o n - th e - jo b  e x p e r ie n c e  one o r  two hou rs  p e r  d ay . 
P r e p a ra t io n  o f  a n d /o r  h a n d lin g  o f  b u s in e s s  form s a c tu a l ly  u se d . 
T ra n s c r ib in g  d i c t a t i o n  re c o rd e d  in  a  l o c a l  b u s in e s s  o f f i c e .
S tu d e n ts  a c t u a l l y  p e rfo rm  jo b s  ta k e n  from  work in  l o c a l  o f f i c e .  
S tu d e n ts  spend one o r  two days each  se m e s te r  in  w orking w ith  o r  
o b se rv in g  a  l o c a l  em ployee in  t h e  perfo rm ance o f  h is  jo b .
S tu d e n ts  a re  a s s ig n e d  to  te a c h e r s  in  th e  sch o o l t o  work as
a s s i s t a n t s  o r  a id e s ,  p ro v id in g  a  v a r i e ty  o f  e x p e r ie n c e s .  
B usinessm en come i n t o  th e  c la ss ro o m  and g iv e  d i c t a t i o n  to  be 
t r a n s c r ib e d  and m a iled  o u t .
S tu d e n ts  form  and c o m p le te ly  o p e ra te  a  b u s in e s s  o rg a n iz a t io n  and 
p e rfo rm  a  s e r v ic e  fu n c tio n  in  th e  l o c a l  s c h o o l.
S tu d e n ts  d ev e lo p  a  p ro d u c t ,  c o s t  i t ,  p roduce  i t ,  and m erchand ise  
i t  on a  b re a k -e v e n  o r  sm a ll p r o f i t  b a s i s .
I n - c l a s s  a ss ig n m e n ts  p a r a l l e l  as  c lo s e ly  a s  p o s s ib le  work ass ig n m en ts  
on jo b  s i t u a t i o n s .
S tu d e n ts  ru n  an odds 'n  ends s a l e  in  a  v a c a n t s to r e  b u i ld in g .
S tu d e n ts  prom ote a  s c h o o l f u n c t i o n .30
Work e x p e r ie n c e . —
The p u p i l  i s  h i r e d  as  a  p ro d u c in g  w o rk e r, le a r n s  how t o  do th e  
s p e c i f i c  jo b ,  and does n o t n e c e s s a r i ly  u n d e rs ta n d  th e  r e l a t i o n s h ip  
o f  h i s  jo b  t o  h i s  c la ss ro o m  a c t i v i t i e s .  The jo b s  a re  u s u a l ly  o f  one 
ty p e ,  and  he  r e c e iv e s  l i t t l e  a s s i s ta n c e  in  developm ent. The s tu d e n t  
a t te m p ts  t o  m a in ta in  a  work and sch o o l sch ed u le  to o  dem anding. He 
does e a rn  money w hich may be im p o rta n t f o r  h i s  s ta y in g  in  s c h o o l.
C o o p e ra tiv e  p rogram . —
The s tu d e n t  i s  h i r e d  a s  a  le a r n in g  w orker t o  f in d  ou t " w h y - i t - i s -  
d o n e ."  He engages in  c la ss ro o m  a c t i v i t i e s  w hich a re  in te g r a te d  w ith  
h i s  o n - th e - jo b  e x p e r ie n c e s ,  and fo llo w s  a  p lan n ed  t r a i n i n g  program  a t  
w ork. The s tu d e n t  i s  g iven  an in s ig h t  i n t o  h is  need  and a b i l i t i e s  fo r  
t a k in g  a d d i t io n a l  o r  s p e c ia l iz e d  t r a i n i n g  and encouraged  t o  rem ain  in  
s c h o o l t o  in c re a s e  h i s  com petency . The s tu d e n t  i s  a s s u re d  o f  w orking  
in  an e s ta b l is h m e n t t h a t  i s  c o n tin u o u s ly  approved  by th e  c o o rd in a to r  
and fo llo w s  a  red u ce d  sc h e d u le  o f  sc h o o l a c t i v i t i e s .  He r e c e iv e s
co m p en sa tio n .3
^*^Department o f  P u b lic  I n s t r u c t i o n ,  M adison , W isconsin .
F . K ozelka , "Work E x p erien ce  vs C o o p e ra tiv e  E d u c a tio n ,"  
I l l i n o i s  V o c a tio n a l P r o g r e s s , V o l. V I, No. 1 (S ep tem ber, 1 9 ^ 8 ), p .  25.
K o ze lk a , "Work E x p e r ie n c e ,"  p . 27 .
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The p r o je c t  m ethod. —
The p r o je c t  method m ight be d e f in e d  as  b e in g  a  method o f  
i n s t r u c t i n g  c e n te re d  around  m ean ing fu l in d iv id u a l  o r  group a c t i v i t i e s  
o f  e d u c a t io n a l  v a lu e ,  g e n e ra l ly  in v o lv in g  in v e s t ig a t io n  and s o lu t io n  
o f  p ro b lem s, and f r e q u e n t ly  in v o lv in g  th e  u se  o f  equ ipm en t.
Program s in  o p e r a t io n . —N athan B a l to r  e x p la in s  h i s  program  a t  John Jay
High School in  B ro o k ly n , New Y ork, in  w hich h i s  o f f i c e  p r a c t i c e  c l a s s  o p e ra te s
a  b u s in e s s  s e r v ic e .
I  th in k  o f  i t  as a  s e r v ic e  p la n  program . B a s ic a l ly  o u r s e c r e t a r i a l  
and  c l e r i c a l  p r a c t i c e  s tu d e n ts  do as  much u s e f u l  and p r a c t i c a l  work as 
tim e  p e rm i ts .  L as t te rm  ou r seven  c la s s e s  d id  over a  th o u san d  s t e n c i l  
o r  s p i r i t  d u p l i c a t in g  jo b s  f o r  th e  s c h o o l.  They do have homework, a s s ig n ­
m e n ts , c l a s s  l e s s o n s ,  and ta k e  t e s t s .  No o th e r  c l a s s  o rg a n iz a tio n  would 
p o s s ib ly  j u s t i f y  th e  q u a n t i ty  o f  s u p p lie s  ou r c l a s s e s  consum e. Any e q u ip ­
ment i f  re a s o n a b ly  new and w ork ing  i s  good.
In  th e  Dayton P u b lic  S c h o o ls , o f f i c e  l a b o r a to r i e s  a re  u sed  f o r  any 1 0 th  
g rade  s tu d e n t (boy o r  g i r l )  o f  lo w -av erag e  a b i l i t y  ( l .Q .  ran g e  g e n e ra l ly  80 
t o  92) who in  g rad e  9 was i d e n t i f i e d  by t r a i n e d  p e rs o n n e l as  u n l ik e ly  t o  
su cceed  in  th e  v o c a t io n a l - te c h n ic a l  program  i s  e l i g i b l e  f o r  t h i s  program .
S tu d e n ts  who a re  q u a l i f i e d  f o r  th e  s p e c ia l  e d u c a tio n  academ ic and w ork- 
e x p e r ie n c e  program s ( l .Q .  below  80) a re  n o t  e l i g i b l e .  In  t h i s  sch o o l th e  
o f f i c e  o c c u p a tio n s  la b o ra to r y  i s  f o r  th o s e  who do n o t p r o f i t  from  th e  i n s t r u c t io n  
in  t r a d i t i o n a l  academ ic and v o c a t io n a l  p ro g ram s. They do n o t q u a l i f y  f o r  
c o o p e ra tiv e  p rog ram s, b u t  g e t s u c c e s s f u l  e x p e r ie n c e s  w hich le a d  to  employment 
in  jo b s  known t o  e x i s t . 35
33Ronald Buchanan, "Bring th e  O ffice  t o  th e  C lassroom ," Typew riting  
News (S p rin g , I 9 6 9 ) ,  p . 7 .
3^Nathan B a lto n , " I  l i k e  th e  S erv ice  Plan fo r  S e c r e ta r ia l  or C le r ic a l  
P r a c t ic e ,"  The Balance Sheet (March, 1960 ) ,  pp. 299-302 .
35h . L. Boda, "The O ccupational Laboratory," American V ocation a l 
Jou rn a l, V o l. h2.  No. 7 (O ctober, I 9 68 ) ,  pp. 32-33 .
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Anne Weinerman s u g g e s ts  te a c h in g  p r a c t i c a l  " th in k in g  u n i t s "  t o  a  
s e c r e t a r i a l  c l a s s .
The new c u r r i c u l a  sh o u ld  in c lu d e  " th in k in g  u n i t s . "  P r a c t i c a l  
b u s in e s s  p rob lem s may be s u g g e s te d , and each  s tu d e n t would be 
r e s p o n s ib le  f o r  i n t e l l i g e n t l y  r e a s o n in g  th e  problem s th ro u g h .
T hese p rob lem s may span th e  garnit from  p e rso n n e l r e l a t i o n s  to  
d e c i s io n  m aking. They sh o u ld  in c lu d e  th e  s e c r e t a r y 's  answ er o f  m a il ,  
a r r a n g in g  m a il in  t h e  o rd e r  o f  p r i o r i t y  . . . and so f o r t h .  These 
u n i t s  sh o u ld  a f f o r d  t h e  s tu d e n t  th e  o p p o r tu n i ty  to  d em o n stra te  h e r  
i n i t i a t i v e ,  c r e a t i v i t y ,  i n t e l l i g e n c e ,  r e s o u r c e f u ln e s s ,  and b u s in e s s  
acum en.
P r a c t i c e  s e t s  can  b e  u sed  i f  th e r e  a r e  a  v a r i e ty  o f  o f f i c e  jo b s  
a p p l ic a b l e  t o  toda%  and t h e r e  a r e  c l e a r  i n s t r u c t io n s  t h a t  r e q u i r e  some 
th in k in g  and p rob lem  s o lv in g  on th e  p a r t  o f  th e  s tu d e n t .
P ro b a b ly  one o f  th e  m ost o u ts ta n d in g  s im u la tio n  program s in  o p e r a t io n ,  
u s in g  m o b ile  u n i t s ,  i s  th ro u g h  th e  a u s p ic e s  o f  G arth  A. Hanson and H.
R o b ert S to c k e r  a t  Uteih S ta t e  U n iv e r s i ty .  Each s tu d e n t  p a r t i c i p a t i n g  has  a 
p o s i t i o n ,  and a  flow  o f  work i s  p ro v id e d . By h av in g  m obile  u n i t s  i t  h e lp s  
t o  overcom e th e  la c k  o f  ex p en s iv e  equipm ent and adds a  " s p e c ia l ty "  to u c h .
D ire c te d  l e a r n in g  e d u c a t io n . — T his program  was d e s ig n e d  t o  g ive  
v o c a t io n a l  o f f i c e  s tu d e n ts  th e  o p p o r tu n i ty  o f  w orking in  a  r e a l  o f f i c e  on 
th e  h ig h  sc h o o l cam pus. The s tu d e n ts  a r e  p la c e d  on th e  jo b  and s u p e rv is e d  
by th e  c o o r d in a to r  in  much th e  same way as  t h e  c o o p e ra tiv e  o f f i c e  e d u c a tio n
38s t u d e n t .
36Anne W einerman, " S e c r e t a r i a l  S tu d ie s  Should be  R e a l i s t i c , "
The B alan ce  S h e e t , V o l. L , No. 9 ,  p p . 16O -I6 1 .
37G arth  A. Hanson and H. R o b ert S to c k e r ,  "M obile S im u la tio n  in  O ff ic e  
E d u c a tio n ,"  B u s in e ss  E d u ca tio n  Forum (O c to b e r , 1968 ) ,  p p . 17 -18 .
*5 O
J e r r y  L. Wood and G arth  A. H anson, " O ff ic e  P r a c t i c e —PPS,"
The J o u rn a l  o f  B u s in e ss  E d u ca tio n  ( J a n u a ry , I 9 69 ) ,  p p . 151-152 .
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Summary o f  R e la te d  L i t e r a t u r e
The re v ie w  o f  r e l a t e d  l i t e r a t u r e  s e t s  th e  s ta g e  fo r  d e v e lo p in g  th e  
s im u la te d  o f f i c e  e x p e r ie n c e  p rog ram . I t  p ro v id e s  th e  g e n e ra l background  
n eed ed  t o  make s u re  a  b a s ic  u n d e rs ta n d in g  o f  m ajor a r e a s —v o c a t io n a l  
e d u c a t io n ,  b u s in e s s  e d u c a t io n ,  o f f i c e  ed u c a tio n ., f e d e r a l  l e g i s l a t i o n ,  
th e  n eed s  o f  th e  modern o f f i c e  w o rk e r , and th e  e x p e r ie n c e -o r ie n te d  
p rogram —o f  e d u c a tio n  in v o lv e d  have b een  b r i e f l y  rev ie w e d .
CHAPTER I I I
PROCEDURES AND METHODS USED TO DEVELOP GUIDELINES
To develop  th e  g u id e l in e s  f o r  a  s im u la te d  o f f i c e  p r a c t i c e  program  
p re s e n te d  in  t h i s  t h e s i s ,  t h e r e  w ere th r e e  m ajor methods o f  in fo rm a tio n  
g a th e r in g  u sed .
Method I :  Q u e s tio n n a ire
The m ajor p u rpose  was t o  o b ta in  in d iv id u a l  id e a s  r e l a t i n g  to  a 
s im u la te d  o f f i c e  s i t u a t i o n  b ased  on th e  p rem ise  t h a t  i t  i s  d i f f i c u l t  f o r  
one p e rso n  to  th in k  o f  e v e ry  a s p e c t . Secondary re a so n s  w ere t o  g e t id e a s  
from  in e x p e r ie n c e d  and e x p e rie n c e d  te a c h e r s  on th e  p r a c t i c a l  problem s and 
" t r i c k s  o f  th e  t r a d e "  t h a t  may be  in v o lv e d . I t  was d e s i r e d  t o  o b ta in  a  
concensus o f  o p in io n  as t o  th e  m ost w orkab le ap p roaches t o  s im u la tio n .
The q u e s t io n n a ire  c o n s is te d  o f  f iv e  pages w ith  22 s u b je c t iv e  q u e s tio n s  
r e q u i r in g  d e c is io n s  and p la n n in g  o f  answ ers on th e  p a r t  o f  p a r t i c i p a n t s .
A copy o f  th e  q u e s t io n n a ir e  i s  in c lu d e d  in  th e  ap p en d ix . A t o t a l  o f  36 
e d u c a to rs  w ere c o n s u l te d .  T ab les  1 th ro u g h  5 , be low , p ro v id e  in fo rm a tio n  
on th e  background  o f  p a r t i c i p a n t s .  C h ap te r IV p r e s e n ts  an a n a ly s is  o f  th e  
d a ta .
Method I I :  System s A n a ly s is
The p u rpose  o f  th e  system s a n a ly s i s  method was t o  d e te rm in e  th e  t y p i c a l  
flow s t h a t  e x i s t  in  o f f i c e s ,  t o  d e te rm in e  th e  u n ique  flow  o f  in fo rm a tio n  
t h a t  i s  c h a r a c t e r i s t i c  o f  a  p a r t i c u l a r  ty p e  o f  o f f i c e  s i t u a t i o n  and a
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T ab le  1
EDUCATIONAL LEVEL OF PARTICIPANTS
E d u c a tio n a l L ev e l No.
U n d erg rad u a te  S tu d e n ts  10
B a c h e lo r 's  D egree P lu s  17
M a s te r 's  D egree P lu s  8
D o c to ra te  1
T able
TEACHING EXPERIENCE OF PARTICIPANTS
E x p erien ce  L eve l No.






L evel o f  E d u c a tio n ; *
S econdary  23
C o lleg e  1*
V o c a tio n a l School U
B u sin e ss  Schoo l 1
S im u la te d  C lassroom  E x p e rien ce  : 9
* L is t  by c a te g o r ie s  does n o t e q u a l th e  t o t a l  o f  
p a r t i c i p a n t s ,  b eca u se  some e d u c a to rs  have had 
e x p e r ie n c e  in  more th a n  one a r e a .
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T ab le  3
OFFICE EXPERIENCE OF PARTICIPANTS
E x p erien ce  L evel*  No.




Type o f  O ff ic e  E x p e r ie n c e :
S e c r e t a r i a l  17
A cco u n tin g  11
C le r i c a l  11
A d m in is t r a t iv e  U
O ther 2
















* L is t  by c a te g o r ie s  does n o t e q u a l th e  t o t a l  
o f  p a r t i c i p a n t s . Some p a r t i c i p a n t s  have 
e x p e r ie n c e  in  more th a n  one a r e a .
**Twelve s t a t e s  o p e ra t in g  un d er th e  g u id e ­
l i n e s  o f  d i f f e r e n t  s t a t e  d ep a rtm en ts  o f  
e d u c a tio n  w ere r e p r e s e n te d .
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. p a r t i c u l a r  ty p e  o f  o f f i c e  o c c u p a tio n . A w orkab le  sy stem  o f  a n a ly z in g  d a ta  
in  u se  in  th e  o f f i c e  was d ev e lo p ed  and i s  in c o rp o ra te d  in  th e  g u id e lin e s  
on how t o  make a  su rv e y  o f  t h e  l o c a l  b u s in e s s .
B u s in e ss  m anagers and  t h e i r  s e le c te d  r e p r e s e n ta t iv e s  from  th e  o f f i c e  
s t a f f  o f  e le v e n  b u s in e s s e s  w ere in te rv ie w e d . See T ab le 5 . They w ere ask ed  
b e fo re  th e  in te rv ie w  t o  have a  copy o f  a l l  form s t h a t  o r ig in a te  w i th ,  c ro s s  
t h e i r  d e sk , o r  a r e  o u tp u ts  o f  t h e i r  jo b .  A ta p e d  n a r r a t i v e  o f  p ro ced u re s  
was ta k e n .  From th e  t r a n s c r i p t  o f  th e  t a p e ,  a  m icro  flow  o f  th e  work was 
p ro d u ced . S e v e ra l d ep a rtm en ts  o r  p e o p le  w ere in te rv ie w e d . Then a  macro 
flo w  show ing o n ly  w here t h e  p a p e r  o r ig i n a t e d ,  who p ro c e sse d  i t ,  and where 
th e  f i n a l  in fo rm a tio n  ended up was made and v e r i f i e d  by management.
A w r i t t e n  n a r r a t i v e  was d ev eloped  u s in g  th e  ta p e s  and f lo w c h a r ts .
T h is  n a r r a t i v e  made i t  e a sy  to  fo llo w  th e  f lo w c h a r t .  I t  e x p la in e d  in  d e t a i l ,  
and s p e c i a l  p roblem s and a d d i t i o n a l  in fo rm a tio n  to o  le n g th y  to  p u t on th e  
c h a r t  w ere s t a t e d .
A f te r  th e  flow  o f  work was p ro d u c e d , a  s e t  p e r io d  o f  tim e  (one day in  
t h e  c a se  o f  t h i s  p a r t i c u l a r  s tu d y )  was s e t  a s id e  t o  w atch w hat happened 
and lo g  a l l  th e  i n t e r r u p t io n s  and e x c e p tio n s  t h a t  a p p e a re d . From t h i s  
l i s t ,  i t  was p o s s ib le  t o  make a  m a s te r  l i s t  o f  i n t e r r u p t io n s  and e x c e p tio n s  
t h a t  th e  te a c h e r  may i n j e c t  i n t o  th e  d a i ly  r o u t i n e .
No in te rv ie w  s h e e t  was u s e d , b eca u se  v o lu n ta ry  su p p ly  o f  d a ta  was needed . 
Only a  b a s ic  in te rv ie w  was h e ld  w ith  th e  em ployer t o  g e t a  second view  o f  
w hat i s  a c t u a l l y  go in g  on in  th e  o f f i c e .  Som etim es, th e r e  a re  c o n f l i c t i n g  
view s o f  p ro c e d u re s  betw een management and th e  c l e r i c a l  sind s e c r e t a r i a l  
s t a f f .
Q u e s tio n s , such  a s ,  where d id  th e  form  come from , where do you g e t 
t h e  in fo rm a tio n  t o  com p le te  th e  fo rm , who approves th e  fo rm , th e  number
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and d i s t r i b u t i o n  o f  c o p ie s ,  who u s e s  th e  in fo rm a tio n ,  and do you have any 
id e a s  on how t o  im prove th e  sy stem  w ere a sk e d . P o lic y  s ta te m e n ts  som etim es 
have  t o  be  w r i t t e n  from  in fo rm a l ag reem en ts o r  o r a l  u n d e rs ta n d in g s . Organ­
i z a t i o n  c h a r t s  and g e n e ra l  company p o l i c i e s  can b e  p ro v id e d  by management. 
A d d i t io n a l  d e t a i l s  a r e  in c o rp o ra te d  in  th e  g u id e l in e s .
T ab le  5
AREAS REPRESENTED IN THE SYSTEMS ANALYSIS STUDY
O c c u p a tio n a l A rea Reason Why S e le c te d  -  E x ten t o f  Coverage
m e d ic a l one g i r l  o f f i c e ,  p o o l
in s u ra n c e sm a ll s t a f f ,  ch a in  a f f i l i t a t i o n
a c c o u n tin g a u to m a tio n , s e r v ic e  b u reau
lum ber s t r u c t u r e d  d e p a r tm e n ta liz e d  work
r e t a i l d e f i n i t e  o r g a n iz a t io n a l  c h a r t ,  s p e c i a l i s t s
b an k in g e x e c u tiv e  s e c r e t a r y ,  s p e c i a l i s t s ,  au tom ation
governm ent u n iq u e  sy stem  o f  p u rc h a s in g  and ac c o u n tin g  
u se  o f  m anuals f o r  p ro c e d u re s
law s p e c ia l i z e d  m a te r ia l
r e a l  e s t a t e s p e c ia l i z e d  m a te r i a l ,  p u b lic  r e l a t i o n s
m a n u fa c tu r in g u n iq u e  p a y r o l l  p ro c e d u re s ,  s h ip p in g , in v e n to ry
sc h o o l many u n iq u e  d ep artm en ts
NOTE:
In  a d d i t io n  t o  th e  a c tu a l  system s a n a ly s i s  w ork, I  r e l i e d  h e a v i ly  on 
p e r s o n a l  e x p e r ie n c e  g a in ed  from  h a v in g  worked in  many d i f f e r e n t  o f f i c e s , 
and  I  depended on te a c h in g  e x p e r ie n c e  in  c o n s id e r in g  w orkable flow s fo r  
t h e  c la ss ro o m .
When d e v e lo p in g  th e  program  f o r  s tu d e n t s ,  i t  i s  im p o rtan t 
t h a t  th e  c o o rd in a to r  o f  a  s im u la te d  o f f i c e  e x p e r ie n c e  program  u n d e rs ta n d  
th e  p r in c i p l e s  o f  e d u c a tio n  and o f f i c e  management ; b ecau se  tim e  and 
d i f f i c u l t y  o f  p ro c e d u re s  w i l l  r e q u i r e  t h a t  c e r t a in  s te p s  be o m itte d  o r  
r e a r r a n g e d .
Method I I I :  R esou rce  M a te r ia l
F i r s t ,  r e l a t i v e  m agazine a r t i c l e s  t h a t  w ere a v a i la b le  in  th e  lo c a l  
U n iv e r s i ty  l i b r a r y  w ere r e a d .  I t  w i l l  be found t h a t  most a re  g e n e ra l  in
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n a tu r e ,  b u t i n t e r e s t i n g  id e a s  may be o b ta in e d  from  p ro c e d u re s  found to  
be  s u c c e s s f u l  by o th e r  t e a c h e r s .  B u sin ess  e d u c a tio n  p u b l ic a t io n s  a re  th e  
b e s t  s o u rc e . House o rgans o f  b u s in e s s  a re  e x c e l le n t  so u rc e s  o f  r e f e r e n c e  
m a te r ia l .
The second  phase  o f  th e  r e s e a r c h  o p e ra t io n  was t o  c o n s u l t  th e  l i b r a r y ’s 
c a rd  c a ta lo g  s e c t io n  f o r  books t h a t  r e l a t e d  t o  v o c a t io n a l  e d u c a tio n , d a ta  
p ro c e s s in g ,  c l e r i c a l  and s e c r e t a r i a l  o f f i c e  p r a c t i c e ,  te a c h in g  methods in  
b u s in e s s  e d u c a tio n , c u rr ic u lu m  developm en t, and seco n d ary  e d u c a tio n  in  
g e n e ra l .  From a  rev iew  o f  th e s e  b o o k s , a  p h ilo so p h y  and o b je c t iv e s  were 
a v a i l a b l e .  A c a rd  c a ta lo g  o f  3 x 5 in c h  in d e x  c a rd s  p ro v id e d  r e fe re n c e  t o  
s p e c i f i c  problem s th a t  m ight a r i s e  and can be a v a i la b le  fo r  f u tu r e  r e f e r e n c e .
The t h i r d  phase o f  th e  r e s e a r c h  p r o je c t  was t o  c o l l e c t  t e x t s  t h a t  
co v er th e  d i s c i p l in a r y  a re a s  t o  be in c o rp o ra te d  in t o  th e  program . From 
th e  in fo rm a tio n  o b ta in e d  on th e  v a r io u s  p h ases  o f  o f f i c e  o c c u p a tio n s ,  a  
c o u rse  o u t l in e  was d ev e lo p ed . A f te r  t h i s ,  a  number o f  p r a c t i c e  s e t s  were 
g a th e re d  c o v e rin g  th e  a re a s  o f  b u s in e s s  m ach in es , p a y r o l l ,  f i l i n g ,  d a ta  
p ro c e s s in g ,  b o o k k eep ing , and ty p in g .  These in c lu d e d  a  number o f  r e p r e s e n ta ­
t i v e  b u s in e s s e s .  S p e c ia l iz e d  s e t s  such as l e g a l ,  m e d ic a l, c o r p o r a t io n ,  
p a r tn e r s h ip ,  r e t a i l ,  and w h o le sa le  were s e le c te d .  By lo o k in g  c a r e f u l ly  
a t  th e  m a te r i a l s ,  a  l i s t  o f  forms and p ro c e d u re s  was o b ta in e d .
The f o u r th  s te p  was t o  w r i te  f o r  as  many b ro c h u re s  as p o s s ib le  from  
b u s in e s s  m achine com panies, so  i t  was c l e a r l y  u n d e rs to o d  what equipm ent 
i s  now in  u s e ,  what a p p l ic a t io n s  th e y  h a v e , and p r ic e s  f o r  r e fe re n c e s  when 
making p u rc h a s e s . At th e  tim e  t h a t  t h i s  phase i s  b e in g  co m p le ted , su p p ly  
c a ta lo g s  were o b ta in e d .
Tiie f i f t h  s te p  was t o  o b ta in  as many c o p ie s  o f  s t a t e  p la n s  fo r  v o c a t io n a l  
e d u c a tio n  as p o s s ib le .  These w ere rev iew ed  fo r  fu n d in g  m ethods.
CHAPTER IV 
ANALYSIS OF DATA
In  t h i s  c h a p te r ,  th e  in fo rm a tio n  o b ta in e d  from  d a ta  g a th e r in g  i s  
p r e s e n te d .
F in d in g s  o f  Q u e s tio n n a ire
Need f o r  g u id e l in e s . — Comments ap p ea red  t o  show t h a t  as  a  b a s i s  f o r  
r e a l i s t i c  p la n n in g ,  g u id e l in e s  w ere m andatory  f o r  te a c h e r s  w ith  l im i te d  
o f f i c e  o r te a c h in g  e x p e r ie n c e  and  v a lu a b le  f o r  a l l  t e a c h e r s .
O rg a n iz a t io n . —Most p a r t i c i p a n t s  co n c lu d ed  t h a t  i t  would depend a 
g r e a t  d e a l  on th e  s i z e  o f  th e  c l a s s  in v o lv e d , t h a t  i t  m ight be w ise t o
i n i t i a l l y  s t a r t  w ith  one o f f i c e  and b u i l d  th e  program , and i t  would depend
on th e  ty p e  o f  b u s in e s s  and th e  b u s in e s s  s i t u a t i o n  t h a t  was t o  be s im u la te d . 
An o rg a n iz a t io n  t h a t  p ro v id e d  f o r  fo u r  b a s ic  d iv i s io n s  was th e  m a jo r ity  
re sp o n se  w ith  a l t e r n a t i v e s  o f  from  th r e e  t o  f iv e  depending  on th e  s iz e  o f  
c l a s s  in v o lv e d . Those e x p e r ie n c e d  in  program s o f  t h i s  n a tu re  f e l t  t h a t  
fo u r  p ro v id e d  th e  b e s t  te a c h in g  s i t u a t i o n .  Most p a r t i c ip a n t s  f e l t  t h a t  
u s in g  one company p ro v id e d  th e  e a s i e s t  o r g a n iz a t io n .
S te p s  t o  ta k e  in  s e t t i n g  up p ro g ram . — To b ase  th e  se tu p  on community 
needs was th e  m ost f r e q u e n t  r e s p o n s e . In  o rd e r  o f  im portance  were th e  
fo llo w in g  comments :
D eterm ine th e  s u b je c t  m a tte r  t o  u s e .
D eterm ine th e  tim e  sc h e d u le  f o r  th e  v a r io u s  p h ases  o f  th e  p rogram .
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Proper o rg a n iza tio n  must be la id  out to  in su re  sm oothness.
D e te rm in a tio n  o f  s tu d e n t needs r e q u i r e s  c a r e f u l  c o n s id e ra t io n  
and re s e a rc h  on th e  p a r t  o f  th e  i n s t i g a t o r  o f  a  program .
D eterm ine th e  p h ilo so p h y , p u rp o se s , and o b je c t iv e s  and th e  
c l e a r  u n d e rs ta n d in g  o f  how to  im plem ent them  in  th e  program .
An i n i t i a t o r  o f  th e  program  sh o u ld  spend as much tim e  as 
p o s s ib le  in  th e  re s e a rc h  and p la n n in g  p hases  o f  th e  program .
E s tim a te d  tim e needed  by a  te a c h e r  to  e s t a b l i s h  th e  -program and th e
b e s t  way t o  g e t t h i s  t i m e .— The o p in io n s  re v e a le d  no d e f i n i t e  m a jo r i ty
an sw erin g  th e  q u e s tio n  in  a  p a r t i c u l a r  way. Answers w ith  n e a r ly -e q u a l  
re sp o n se s  in c lu d e d  p a r t  o f  th e  summer w ith  pay b e fo re  th e  r e g u la r  sch o o l 
y e a r  s t a r t s  and a f t e r  i t  e n d s , one y e a r  o f  one hou r p e r  day r e le a s e d  
t im e ,  th r e e  t o  s i x  m o n th 's  t o t a l  r e le a s e d  t im e , and one se m e s te r  o f  one 
h o u r p e r  day r e le a s e d  t im e . The n eed  f o r  c o l le g e  w orkshops o r  co u rse  work 
was f e l t  t o  be im p o r ta n t .  There was g e n e ra l  agreem ent t h a t  th e r e  sh o u ld  be 
r e le a s e d  tim e  d u rin g  th e  f i r s t  y e a r  o f  o p e ra t io n  t o  see  t h a t  th e  program  g e ts  
o f f  t o  a  good s t a r t .
A reas o f  d i f f i c u l t y  p e rc e iv e d  in  e s t a b l i s h in g  th e  p ro g ram .—The fo llo w in g  
answ ers re c e iv e d  a  d e f i n i t e  m a jo r i ty  o f  r e s p o n s e s .  They a re  in  o rd e r  o f  
im p o rtan ce :
S e t t in g  up r e a l i s t i c ,  c o m p le te , and u n d e rs ta n d a b le  p ro c e d u re s .
O b ta in in g  s u f f i c i e n t  equipm ent and f a c i l i t i e s .
C o o rd in a tio n  o f  a c t i v i t i e s  and o b ta in in g  tim e  t o  p re p a re .
C oo p era tio n  o f  a d m in is t r a to r s .
E s ta b lish m e n t o f  c l e r i c a l  and s e c r e t a r i a l  work e x p e r ie n c e s  as two 
s e p a ra te  u n i t s  o r  in c o rp o ra t in g  them  in to  o n e . — I f  c l a s s e s  a re  over 2 5 , 
s tu d e n ts  c o u ld  be p u t in to  s e p a ra te  c l a s s e s ;  o th e rw is e ,  th e  in fo rm a tio n  i s  n o t 
d i f f e r e n t  enougl:i t o  w a rra n t s e p a ra te  c l a s s e s .  The in s t r u c t io n s  co u ld  in c lu d e
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s ta te m e n ts  t h a t  th o s e  who co u ld  ta k e  sh o rth a n d  would u se  t h a t  te c h n iq u e  
w h ile  o th e r s  would u t i l i z e  th e  v o ie e - d i c t a t i o n  equ ipm en t. I t  shou ld  be 
n o te d  t h a t  b o th  s e c r e t a r i a l  and c l e r i c a l  s tu d e n ts  need  to  u n d e rs ta n d  th e  
u se  o f  v o i c e - d i c t a t i o n  equ ipm en t. Both program s p ro g re s s  p r e t t y  much 
in d i v id u a l ly ,  so  th e r e  i s  no p a r t i c u l a r  c o n f l i c t .  Most c u rr ic u lu m s  w i l l  
p ro v id e  f o r  o n ly  one c o u rse  in  o f f i c e  p r a c t i c e ;  a n d , in  a  r e g u la r  work 
s i t u a t i o n ,  th e  two program s would be com bined.
A ssignm ent o f  s t u d e n t s . —Tlie m a jo r i ty  f e l t  t h a t  t o  make th e  program  most 
com p reh en siv e , each s tu d e n t  sh o u ld  be r o t a t e d  in  each p o s i t io n  in  each o f f i c e .
Minimum p r e r e q u i s i t e s . —The c o n c lu s io n  was t h a t  ty p in g  and sh o rth a n d  
( f o r  s e c r e t a r i a l  s tu d e n ts )  a re  n e c e s s a ry .  I t  i s  d e s i r a b le  fo r  s tu d e n ts  t o  
have t r a i n i n g  in  g e n e ra l  b u s in e s s  and o f f i c e  m achines and p o sse ss  p e rs o n a l 
a t t r i b u t e s  t h a t  in s u re  c o o p e ra tio n  and th e  p ro p e r  fu n c tio n in g  o f  th e  program . 
A "C" g rad e  p o in t  av e ra g e  i s  im p o rtan t p r i o r  t o  e n t r y .
E quipm ent. —T y p ic a l equipm ent o f  th e  jo b s  t h a t  s tu d e n ts  w i l l  be e n te r in g  
sh o u ld  be p ro v id e d . The sc h o o l fu n d in g  w i l l  most l i k e l y  d i c t a t e  what i s  
a v a i l a b l e  o r  can be  p u rch ased  o r  le a s e d .  F o llo w in g  i s  a  l i s t  o f  equipm ent 
in  th e  o rd e r  o f  i t s  im portance  t o  th e  program  as  e s ta b l i s h e d  by answ ers t o  
th e  q u e s t io n n a i r e :
1 .  ty p e w r i te r 7 . te le p h o n e s
2 . d u p l i c a to r 8 . ta p e  re c o rd e r
3 . c a l c u l a to r 9 . keypunch
k.  ad d in g  m achine 10 . s o r t e r
5 . d i c t a t i o n - t r a n s c r i p t i o n  m achine 11 . a c c o u n tin g  m achine
6 . f i l e s 1 2 . s ta n d a rd  o f f i c e  f u r n i tu r e
E v a lu a t io n . —From re s p o n s e s ,  i t  i s  co n cluded  t h a t  te a c h e r  o b s e rv a tio n  i s  
p ro b a b ly  th e  most e f f e c t i v e  e v a lu a tio n  te c h n iq u e  t o  u s e .  Some o b je c t iv e  s k i l l  
g rad e  sh o u ld  be p ro v id e d . S e l f - e v a lu a t io n  i s  im p o rta n t so th e  s tu d e n t  can
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r e a l i s t i c a l l y  a p p ra is e  h i s  i n t e r e s t s ,  a p t i tu d e s ,  and a b i l i t i e s .  An e s sa y  
a t  th e  c o n c lu s io n  o f  th e  p r o je c t  may p ro v id e  in s ig h t  as  to  th e  g e n e ra l 
u n d e rs ta n d in g  o f  th e  s tu d e n t .
To e v a lu a te  th e  p rogram , e v e ry  a s p e c t  must be c o n s id e re d  in  i t s  in d iv id u a l  
p a r t s  and as  a  t o t a l  t o  make s u re  t h a t  i t  was ad eq u a te  and to  make any 
changes t h a t  need t o  be made f o r  th e  coming y e a r .  A fo llo w -u p  s tu d y  o f  
g ra d u a te s  would be one e f f e c t i v e  means o f  e v a lu a t in g  th e  program . I t  would 
a l s o  be  h e lp f u l  to  rev ie w  i t  in  d e t a i l  w ith  th e  a d v iso ry  com m ittee.
Im portance o f  a d v iso ry  co m m ittee . —Hie answ ers t o  t h i s  q u e s tio n  re v e a le d  
t h a t  33 p a r t i c ip a n t s  f e l t  an a d v iso ry  com m ittee was needed  fo r  th e  fo llo w in g  
re a so n s  ;
T eacher n o t  f u l l  tim e  on a  b u s in e s s  jo b .
P re - s tu d y  jo b s  a v a i la b le  in  th e  community.
P ro v id e  f i e l d  t r i p s  and s p e a k e r s .
S e rv ic e  c lu b s  som etim es w i l l  d o n a te  equipm ent and s u p p l ie s .
R esource p eo p le  and p u b lic  r e l a t i o n s .
D if f e r e n t  p o in ts  o f  view  w i l l  im prove th e  program .
To make s u re  th e  s im u la tio n  program  i s  r e a l i s t i c .
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Length o f  tim e  dev o ted  t o  t h e  p rogram , g e n e ra l and work e x p e r ie n c e . —The 
answ ers t o  th e s e  q u e s tio n s  w ere a lm o st as  v a r ie d  as  th e  number o f  b u s in e s s  
e d u c a to rs  co m p le tin g  th e  q u e s t io n n a ir e .  I t  was co n cluded  t h a t  th e  c o u rse  
would l a s t  one y e a r  and be p la c e d  in  th e  s e n io r  y e a r  o f  s c h o o l.  Assuming 
t h a t  a  p ro p e r  background  had  been  d ev e lo p ed , th e  most p o p u la r  answ ers w ere 
one t o  two weeks g e t t in g  re a d y  f o r  th e  work e x p e rie n c e  program  and le a r n in g  
th e  flo w -o f-w o rk  ap p ro ac h , e t c . ,  one day t o  one week s p e c i f i c  o r i e n t a t i o n  to  
th e  jo b  i t s e l f ,  and l8  weeks o r  one sem es te r  o f  a c tu a l  work e x p e r ie n c e .
O b je c t iv e s . —T h e 'o b je c t iv e s  t h a t  th e  b u s in e s s  e d u c a to rs  w ro te  on t h e i r  
q u e s t io n n a ir e s  in c lu d e  th e  fo llo w in g  in  th e  o rd e r  t h a t  th e y  re c e iv e d  th e  
most re sp o n se s :
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D evelop jo b  e n t r y - l e v e l  s k i l l s ,  a t t i t u d e s ,  and know ledges.
P ro v id e  a  r e a l i s t i c  o f f i c e  s i t u a t i o n .
Learn th e  r e l a t i o n s h ip  o f  p ro c e d u re s  u sed  in  b u s in e s s ,  equ ipm en t, 
fo rm s, and flow  o f  w ork .
P ro v id e  o c c u p a tio n a l gu id an ce  th ro u g h  u se  o f  d i f f e r e n t  o f f i c e s .
Give e x p e r ie n c e  in  w ork ing  in  a  group and g e t t in g  a lo n g  w ith  
each  o th e r .
Learn groom ing and work h a b i t s .
Le a m  te c h n iq u e s  o f  a p p l ic a t io n  f o r  o f f i c e  j o b .
D evelop an aw areness o f  m a tu r i ty  and r e s p o n s i b i l i t y  in v o lv e d .
Meet th e  in d iv id u a l  needs o f  th e  s tu d e n t .
B ridge  th e  gap betw een sc h o o l and w ork.
Learn p roblem  s o lv in g ,  p la n n in g , e x e c u tio n ,  and a p p r a i s a l .
A dvantages and d isa d v a n ta g e s  com paring s im u la tio n  t o  o th e r  p ro g ram s. —
I t  i s  d i f f i c u l t  t o  compare th e  program s u sed  t o  te a c h  o f f i c e  p r a c t i c e ,
b ecau se  each  has un ique ad v an tag es  and d is a d v a n ta g e s ; and in  many in s ta n c e s ,
th e  fu n c tio n s  and o p e ra t io n s  o v e r la p  t o  some e x te n t .  The fo llo w in g  l i s t
o f  ad v an tag es  and d is a d v a n ta g e s  w ere f e l t  t o  be  th e  most im p o rta n t and a re
l i s t e d  a c c o rd in g  t o  th e  number o f  re sp o n se s  re c e iv e d :
A dvantages :
More com prehensive .
C o n tro l le d  le a r n in g .
May be more r e a l i s t i c .
T axpayers f e e l  t r a i n i n g  i s  in  th e  sc h o o l and n o t l e f t  up t o  b u s in e s s .  
Work e x p e r ie n c e  g iv e s  no d i r e c te d  le a r n in g  as s im u la tio n  d o es .
Good background fo r  c o o p e ra tiv e  program  i f  i t  i s  in  c u rr ic u lu m . 
D e f in i t e ly  needed  in  sm a ll tovms where work s t a t i o n s  a re  l im i t e d .
B e t te r  f o r  encom passing  l o w e r - a b i l i t y  s tu d e n ts .
I n d iv id u a l  a t t e n t i o n  to  weak a re a s  o f  com petence can be p ro v id e d .
P ro v id es  e x p e r ie n c e  in  ru n n in g  an o f f i c e .
May be l e s s  e x p e n s iv e , no t r a v e l  and o b s e rv a tio n  tim e  n eed ed , and 
more co n v en ien t t o  have s tu d e n ts  under th e  ro o f  o f  th e  s c h o o l. 
C lassroom  g iv e s  no r e a l  p r a c t i c e  i f  t y p i c a l l y  a  te x tb o o k  s i t u a t i o n .
D isad v an tag es  :
C o o p era tiv e  program  i s  more m ean ing fu l and r e a l i s t i c .
S tu d en t e a rn s  no money.
D i f f i c u l t  t o  s im u la te  p r e s s u r e ,  f a t i g u e ,  v a r io u s  groups o f  w o rk e rs . 
D i f f i c u l t  t o  c o o rd in a te  m a te r i a l s ,  p ro c e d u re s ,  and tim e .
B u sin ess  and th e  community n o t as d eep ly  in v o lv e d  as c o o p e ra tiv e  program . 
Poor te a c h e r  co u ld  g iv e  busy  w ork.
R eq u ires  a  l o t  o f  equ ipm en t.
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O ccu p a tio n a l a r e a s  c o v e re d .—W hatever th e  c h o ic e  o f  o c c u p a tio n  o r  d u t i e s ,
th e  community su rv ey  w i l l  be th e  b ig  d e te rm in e r  as t o  what o ccu p a tio n  o r
/ jo b  i s  im p o rta n t in  th e  p a r t i c u l a r  c l a s s .  L is te d  below  a re  th e  in d u s t r i e s
and  jo b s ,  ran k ed  a c c o rd in g  t o  th e  number o f  re sp o n se s  each  r e c e iv e d ,  t h a t
th o s e  who answ ered th e  q u e s t io n n a ir e  th o u g h t most im p o rta n t t o  be  in c lu d e d :
INDUSTRIES JOBS
m a n u fa c tu rin g  c l e r k - t y p i s t
in su ra n c e  s e c r e ta r y  (s te n o g ra p h e r)
law  m a il and f i l e  c l e r k
m ed ica l r e c e p t io n i s t  and te le p h o n e
b an k in g  m achine o p e ra to r  ( d a ta  p ro c e s s in g )
r e t a i l i n g  p a y r o l l  and a c c o u n tin g
e d u c a tio n  in v e n to ry ,  s h ip p in g , r e c e iv in g
p u b lic  a c c o u n tin g  s u p e rv is o r  and manager
O ccu p a tio n a l a re a s  co v ered  sh o u ld  c o r r e l a t e  w ith  a  s tu d y  o f  th e  o f f i c e  
open ings in  a  p a r t i c u l a r  g e o g ra p h ic a l a r e a  w ith  m o b i l i ty  em phasized .
E d u c a tio n a l e x p e r ie n c e s  common to  a l l  e n t r y - l e v e l  p o s i t i o n s . —A fte r  
t a l l y i n g  th e  q u e s t io n n a i r e ,  i t  was d e te rm in ed  th a t  a t t i t u d e s  and p ro p e r  
work h a b i t s  w ere most im p o r ta n t . O ther e x p e rie n c e s  w ere : ( l )  O ff ic e
s k i l l s ,  i . e . ,  ty p in g ,  f i l i n g ,  m ach in es . Emphasis was p la c e d  on e l e c t r i c
ty p e w r i te r s  and s t a t i s t i c a l  ty p in g .  (2 ) Grooming and p e r s o n a l i ty  developm ent. 
(3 ) A b i l i ty  t o  fo llo w  d i r e c t i o n s ,  o rg a n iz in g  t o  com plete  a  ta s k  and a p p ly ­
in g  f a c t s  t o  a  p a r t i c u l a r  t a s k ,  p e r s e rv e ra n c e ,  and c r e a t iv e n e s s .
T eacher u n d e rs ta n d in g s  needed b e fo re  a t te m p tin g  a  p rogram . —Under­
s ta n d in g  th e  b u s in e s s  w orld  w ith  i t s  p ro c e d u re s  and work t o  acc o m p lish , 
how th e  s tu d e n t 's  needs w i l l  be met to  cope w ith  th e  b u s in e s s  w o rld , 
and how t o  be an o u ts ta n d in g  te a c h e r  a re  ex tre m ely  im p o rta n t t o  th e  
su c c e ss  o f  th e  program . The te a c h e r  must u n d e rs ta n d  t h a t  h is  r o le  in  s e t t i n g
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up th e  program , s u p e rv is in g  i t s  c o m p le tio n , and h a n d lin g  s tu d e n ts  d u r in g  th e  
program  w i l l  make o r  b re a k  a  s im u la te d  o f f i c e  e x p e r ie n c e . He must u n d e r­
s ta n d  t h a t  i t  i s  q u i te  l i k e l y  t h a t  th e  program  w i l l  n o t be s u c c e s s fu l  f o r  
each  s tu d e n t .
Comments r e l a t i n g  t o  e n ro llm e n t o f  low and h i ^  a b i l i t y  s tu d e n ts  in  
th e  same c l a s s . —Four answ ers in d ic a te d  t h a t  th e r e  sh o u ld  be s e p a ra te  
c l a s s e s .  To keep  them  in  th e  same c l a s s  was in d ic a te d  to  be th e  b e s t  
m ethod by 32 o f  th e  a n sw erees . Those t h a t  in d ic a te d  one c l a s s  su p p o rted  
t h e i r  answ er by s t a t i n g  t h a t  th e  low  sh o u ld  be in c lu d e d , b u t  i t  must 
be u n d e rs to o d  t h a t  th e  c l a s s  was n o t a  dumping ground ; minimum s ta n d a rd s  
f o r  a l l  e n r o l l e e s  o f  a  ”0" o r  b e t t e r  g rad e  p o in t  av erag e  was d e s i r a b l e ;  
p o s i t i o n s  co u ld  be r e g u la te d  t o  th e  a b i l i t y  o f  th e  s tu d e n t ;  s p e c ia l  
encouragem ent sh o u ld  be g iven  t c  th e  e s p e c i a l l y  h ig h  and e s p e c ia l ly  
low ; th e r e  sh o u ld  be some c o o rd in a tio n  w ith  th e  gu idance  c o u n se lo rs  t o  
weed o u t o n ly  th e  r e a l l y  d e f i c i e n t ;  enough work i s  a v a i la b le  t o  h an d le  
a l l  s tu d e n t s ;  and l e t  th e  h ig h  h e lp  th e  low .
F o llow -up  o f  s t u d e n t s . —T here needs t o  be a  fo llo w -u p . Comments 
o f  im p o rtan ce  in d ic a te d  t h a t  one i n i t i a l  fo llo w -u p  sh o u ld  d e f i n i t e l y  be 
h e ld  and p e r io d ic  fo llo w -u p s  t h e r e a f t e r .  W ithout t h i s ,  program  o rg a n iz a tio n  
and m a te r ia ls  a r e  m ere ly  g u esses  t h a t  th e  r i g h t  th in g s  a re  b e in g  t a u ^ t .
In fo rm a tio n  flow  sh o u ld  be r i d g i d ly  e s ta b l i s h e d  o r  f l e x i b l e . —A f l e x i b l e  
program  was e s ta b l i s h e d  a s  th e  b e s t  way t o  h an d le  th e  s i t u a t i o n .  S tu d e n ts  
need  more v a r i e ty  f o r  a  t r u e r - t o - r e a l i t y  p rogram , b eca u se  b u s in e s s  s h i f t s  
and sw ays. I t  would be n i c e r ,  o r g a n iz a t io n a l ly ,  i f  t h e r e  co u ld  be a  r i g i d  
s t r u c t u r e ;  b u t th e  n a tu re  o f  a  la b o ra to r y  c o u rse  j u s t  does n o t a llo w  t h i s .
The te a c h e r  needs t o  i n t e r j e c t  f o r  re v ie w , r e te a c h in g ,  and e v a lu a t io n .
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Tim ing in  a  co u rse  l i k e  t h i s  canno t alw ays be  e x a c t as  in  o f f i c e s  where a  
number o f  in d iv id u a ls  a r e  p r e s e n t .
I n - s e r v ic e  m e e tin g s . —T h ir ty  f iv e  answ ers in d ic a te d  t h a t  in - s e r v ic e  
m ee tin g s  w ere an e x c e l le n t  id e a .  Grooming, a t t i t u d e ,  and o c c u p a tio n a l 
gu idance  co u ld  be co v e re d . T h is  would be a  good tim e  t o  t a l k  o v er s p e c ia l  
p ro b le m s . The a d v i s a b i l i t y  o f  m ee tin g s  was su p p o rte d  by th e  f a c t  t h a t  
b u s in e s s e s  a re  now d o in g  t h i s ,  problem s can  be h an d led  as  th e y  a r i s e ,  and 
i t  i s  a  good way to  h a n d le  in d iv id u a l  d i f f e r e n c e s .  F a s t  l e a r n e r s  can 
conduct th e  m e e tin g s .
F in d in g s  from  B u sin ess  Survey and R esource M a te r ia l  Survey
A p e r s o n a l  a n a ly s i s  was made o f  e le v e n  r e p r e s e n ta t iv e  b u s in e s s e s .
(See T ab le  5 . )  M ajor d ep artm en ts  su rv ey ed  in c lu d e  s a l e s ,  p u rc h a s in g , 
p r iv a t e  s e c r e t a r y ,  m a il and f i l e  c l e r k ,  a c c o u n tin g , and r e c e p t i o n i s t .
A r e s e a rc h  supplem ent o f  r e s o u rc e  m a te r ia ls  was made c o v e rin g  a l l  
o f f i c e  p r a c t i c e  te x tb o o k s  and workbooks ( l a t e s t  e d i t io n s  o n ly ) from  Gregg 
P u b lis h in g  Company and S ou thw estern  P u b lis h in g  Company. P r a c t i c e  s e t s  fo r  
f i l i n g  and bookkeep ing  were rev iew ed  fo r  c o n te n t  and p ro c e d u re s .  B u sin ess  
E n g lis h , g e n e ra l  b u s in e s s ,  and re c o rd k e e p in g  t e x t s  w ere a l s o  rev ie w e d .
F o llo w in g  a re  l i s t s  com piled  as a  r e s u l t  o f  th e  b u s in e s s  and re s o u rc e  
m a te r ia l  s u rv e y . W ith e x c e p tio n s  f o r  c e r t a in  l o c a l i t i e s ,  th e s e  l i s t s  
co u ld  be used  t o  s e l e c t  from  and dev e lo p  th e  program . Heavy r e l i a n c e  f o r
39in fo rm a tio n  has been  on A S tudy o f  B eg inn ing  O ff ic e  W orkers in  C o n n e c t ic u t.
The r e s u l t s  o f  t h i s  s tu d y  id e n t i f y  o f f i c e  jo b - e n t r y  p o s i t io n s  in  b u s in e s s  
f i rm s .  The r e s u l t s  o f  t h i s  s tu d y  a re  com piled  from  82H b u s in e s s e s  in  th e  Dun &
39School o f  E d u c a tio n , U n iv e r s i ty  o f  C o n n e c tic u t. A Study o f  B eg inn ing  
O ff ic e  W orkers in  C o n n e c tic u t .  19^7-
39
B r a d s tr e e t  M ill io n  D o lla r  D ire c to ry  and th e  Dun & B r a d s tr e e t  M iddle M arket 
D ir e c to r y , and th e  Dun & B r a d s tr e e t  R eferen ce  Book. There w ere 522 i n t e r ­
view s w ith  b e g in n in g  o f f i c e  w orkers and 353 in te rv ie w s  w ith  s u p e r v is o r s .  
A no ther s tu d y  t h a t  i s  in c lu d e d  in  co m p ilin g  th e  fo llo w in g  l i s t s  was
made by th e  N a tio n a l O ff ic e  M anager’s S o c ie ty  p u b lis h e d  in  th e  B u sin ess
kO
E d u ca tio n  Y earbook. F a c to rs  c o n s id e re d  in  p rom otion  o f  em ployees
w ere q u e s tio n s  ask ed  to  900 o f f i c e  m anagers. The l i s t  o f  a t t i t u d e s  d e s i r a b le
and know ledges and s k i l l s  needed  r e f l e c t s  th e  r e s u l t s  o f  t h i s  s tu d y .
A ll  l i s t s  in c lu d e d  as a  r e s u l t  o f  th e  su rv ey s  a re  p a r t i a l  and a re  
l i s t e d  in  th e  o rd e r  o f  t h e i r  im p o rtan ce . The o rd e r  o f  im portance  was 
o b ta in e d  by t a l l y i n g  th e  number o f  tim e s  th e  ite m  was m entioned  o r  u sed .
^^H arry  Huffman, Ed. "The C le r i c a l  Program  in  B u sin ess  E d u c a tio n ."  
The American B usin ess  E d u ca tio n  Y earbook. 1959.
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LIST OF FORMS USED IN BUSINESS
p u rch ase  r e q u i s i t i o n  
p u rch ase  o rd e r  
acknow ledgem ent o f  o rd e r  
s a le s  s l i p  
in v o ic e
s to c k  re c o rd  c a rd  
in v e n to ry  s h e e ts  
r e c e iv in g  r e p o r t  
colum nar a c c o u n tin g  p a p e r: 
g e n e ra l  jo u r n a l  
acc o u n ts  r e c e iv a b le  jo u r n a l  
a c c o u n ts  p ay ab le  jo u r n a l  
c ash  r e c e ip t s  jo u r n a l  
c ash  paym ents jo u r n a l  
p e t ty  cash  voucher 
check  r e g i s t e r  
g e n e ra l  le d g e r  
ac c o u n ts  r e c e iv a b le  le d g e r  
ac c o u n ts  p ay ab le  le d g e r  
f i n a n c i a l  s ta te m e n ts  
work s h e e ts  
pegboard  s h e e ts  
checks w ith  m agnetic  numbers 
IBM c a rd s
s ta te m e n t o f  acco u n t
tim e  s l i p
p a y r o l l  r e g i s t e r
W-2
W-L
q u a r te r ly  r e tu r n s
t a x  fo rm s, m isc e lla n e o u s
jo b  d e s c r ip t io n s
jo b  s h e e ts
t r a i n i n g  p la n s
e v a lu a t io n  forms
p e rs o n n e l re c o rd s
m a ilin g  l i s t s
b id s
t i c k l e r  f i l e  
money o rd e rs  
d e p o s i t  s l i p s  
te le g ra m
power o f  a t to r n e y  
te le p h o n e  m essage 
i n t e r - o f f i c e  r o u t in g  s l i p  
d i t t o  m aste r 
s t e n c i l  
o f f s e t  m aste r
l i s t  o f  r e t a i l  i te m s , s to c k  
num ber, and p r ic e s  
l i s t  o f  raw m a te r ia ls  needed 
l i s t  o f  so u rc e s  o f  raw m a te r ia ls  
p r ic e  l i s t  o f  s e r v ic e s  o r  
m an u fac tu red  goods 
l i s t  o f  so u rc e s  o f  custom ers 
l i s t  o f  acc o u n ts  p ay ab le  
c a rd  la y o u t form 
k ey -p u n ch in g  in s t r u c t io n s  
f lo w c h a r t s h e e ts  
u n i t - r e c o r d  equipm ent jo b  
i n s t r u c t io n  s h e e ts  
s e t  o f  l e t t e r s  and memorandums 
re q u e s t
s a le s  and o rd e rs  
fo llo w -u p  
in fo rm a tio n  
c o l l e c t io n
c o r r e c t io n  and ad ju s tm en t 
form
r e s e r v a t io n  
a p p l ic a t io n  
recom m endation 
i n v i t a t i o n  and b id  
co m p la in t and a d ju s tm e n t s h e e ts
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LIST OF EQUIPMENT COMMONLY USED IN BUSINESS OFFICES
pegboard
e l e c t r i c  ty p e w r i te r  
m anual ty p e w r i te r  
X erox, Therm ofax, e t c .  
ad d in g  m achine 
r o ta r y  c a l c u la to r  
p r i n t i n g  c a l c u la to r  
d u p l i c a to r ,  l i q u i d  p ro c e ss  
d u p l i c a to r ,  s t e n c i l  
d u p l i c a to r ,  o f f s e t  
mimeoscope and to o l s  
s o r t e r  
keypunch 
re p ro d u c e r
e x t r a  b o a rd s  fo r  w ir in g  
c o l l a t o r
a c c o u n tin g  m achine 
p ap e r jo g g e r  
F le x o w r ite r  o r s im i la r  
i n t e r p r e t e r  
D ictaphone o r  s im i la r  
ta p e  r e c o rd e r
f i l i n g  c a b in e ts  o f  v a r io u s  s iz e s
desks
s a fe
c h a i r s
s in k s
work t a b le  
overhead  p r o je c to r  
tim e c lo c k  
b u l l e t i n  b o a rd  
s to p  w atch 
i n t e r v a l  t im e r  
bookcase 
w a s te b a sk e ts  
p e n c i l  sh a rp e n e r  
m ir ro r  
copy h o ld e rs  
f i l e  t r a y s  IN/OUT
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LIST OF DUTIES PERFORi^D BY BEGINNING OFFICE WORKERS
u se  o f  f i l i n g  system s
u se  o f  te le p h o n e
use  o f  ad d ing  machine
ty p e  a d d re s se s  on en v e lo p es
make carbon  c o p ie s
use  c a l c u la t in g  m achine
copy d a ta  from one r e c o rd  to  a n o th e r  on ty p e w r i te r  
v e r i f y  a n d /o r  l i s t  in fo rm a tio n  from  b u s in e s s  p ap e rs  
p re p a re  m a te r ia l  f o r  f i l i n g  
u se  s t a p l e r
copy from  rough d r a f t  o r  c o r r e c te d  copy on ty p e w r i te r  
f ig u r e  e x te n s io n s  on b i l l s ,  in v o ic e s ,  s ta te m e n ts  
ty p e  l e t t e r s
f o l d ,  i n s e r t  l e t t e r s  and s e a l  en v e lo p es  
ty p e  c a rd s
f i l l  in  p r in te d  form s on ty p e w r i te r
u se  fo llo w -u p  f i l e s
p re p a re  t r i a l  b a la n c e s
exam ine a n d /o r  s o r t  b u s in e s s  p a p e rs
p re p a re  o p e ra t in g  a n d /o r  f i n a n c i a l  s ta te m e n ts
keep  in v e n to ry  re c o rd s
make jo u r n a l  e n t r i e s
f ig u r e  d is c o u n ts
compose and ty p e  l e t t e r s  w ith  o r  w ith o u t in s t r u c t io n s  as t o  c o n te n t 
make c ro s s  r e fe re n c e s
p re p a re  s t e n c i l  f o r  use  on d u p l ic a t in g  machine
r e c e iv e  b u s in e s s  c a l l e r s
ty p e  b i l l s ,  in v o ic e s ,  s ta te m e n ts
make e n t r i e s  in  le d g e r  acco u n ts
o pen , s o r t ,  and d i s t r i b u t e  m a il
c l a s s i f y i n g  and s o r t in g
ch ec k in g
f i l l i n g  in  forms by hand 
s tu f f in g  and s e a l in g  en velopes  
c o l l a t i n g  and s t a p l in g  
c a s h ie r in g
answ ering  c u s to m e r 's  co m p la in ts  o ver th e  te le p h o n e
a t te n d  m eetings
o rd e r  su p p lie s
f o ld  machine o p e ra t io n
ta k in g  d ic t a t i o n
t r a n s c r i b in g  from  m achine
punch ca rd s
v e r i f y  punched c a rd s
(Continued on next page)
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D u tie s  P erform ed  by B eg inn ing  O ff ic e  W orkers (C on tinued)
o p e ra te  i n t e r p r e t e r
o p e ra te  s o r t e r
o p e ra te  re p ro d u c e r
o p e ra te  c o l l a t o r
o p e ra te  a c c o u n tin g  m achine
f i l e  and r e g i s t e r  ta p e s
w ire  c o l l a t o r  b o a rd
w ire  re p ro d u c e r  b o a rd
w ire  i n t e r p r e t e r  b o a rd
w ire  a c c o u n tin g  m achine b o a rd s
o p e ra te  com puter
o p e ra te  h ig h  sp eed  p r i n t e r
t e s t  sam ple r o u t in e s
make f lo w c h a r ts
a n a ly z e  d a ta  flow
p la n  and punch program  c a rd
c a rd  la y o u t and d e s ig n
d e s ig n  forms
d u p l i c a t in g
s t e n c i l i n g
o f f s e t  equipm ent ru n n in g
ch ec k in g  f o r  acc u racy
s t u f f i n g  and s e a l in g  en v e lo p es
a c t in g  as  m essenger
f i l i n g  a c c o rd in g  to  v a r io u s  system s
ty p e  r o u ^  d r a f t s
ty p e  m a n u sc rip ts
ty p e  l e g a l  m a te r ia l
lo c a t in g  m a te r ia ls  on r e q u e s t
v e r i f y in g  e x te n s io n s  and t o t a l s
p re p a r in g  t i c k l e r  f i l e s
ty p in g  form  l e t t e r s
s e t t i n g  up t r a n s c r i b in g  m achine in  p r e p a ra t io n  fo r  t r a n s c r i p t i o n  
e r a s in g  re c o rd s  t o  p re p a re  them  f o r  r e - u s e  
k eep in g  re c o rd s  o f  s ic k  le a v e  pay  and n o n - ta x a b le  wages 
p re p a re  and d i s t r i b u t e  pay checks
p re p a re  an n u a l r e p o r t s  o f  e a rn in g s  and income t a x  d e d u c tio n s
ta k e  m inu tes a t  m eetings
co d in g
i n v e s t ig a t in g  custom er c o m p la in ts  
o p e ra te  sw itch b o a rd  
h a n d le  p e t ty  cash
p re p a re  and commit s to c k  f o r  shipm ent 
r e p le n is h in g  s to c k
f i l l i n g  o r d e r s ,  i s s u in g  t o o l s ,  eq u ip m en t, o r  m a te r ia ls  t o  w orkers
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LIST OF SUPPLIES COMMONLY USED IN OFFICE
s t a t io n e r y  
en v e lo p es  :
g e n e ra l co rresp o n d en ce  
com m ercial s iz e  
o f f i c i a l  s iz e  
window 
s p e c ia l  s iz e  
two-way m a ilin g  
c la s p  
snap
f u l l - l e t t e r  s iz e
l e g a l - s i z e
c a r r i e r
b u t to n  and s t r i n g  
d i t t o s
d i t t o  c o r r e c t io n  p e n c i l
r a z o r  b la d e  o r  c o r r e c t io n  k n ife
s t e n c i l s
s t e n c i l  c o r r e c t io n  f l u i d  
c o r r e c t io n  ta p e  
c o r r e c t io n  p ap e r 
e r a s e r s  o f  v a r io u s  ty p e s  
p e n c i ls  
pens
add ing  machine pap er 
c a r d s , IBM 
c a rd s  :
3x5
5x8
s p e c ia l
s h ie ld
ch a lk
sc o tc h  ta p e
s t a p l e r
s ta p l e s
mending ta p e
s t a p l e  rem over
s t e n c i l  s t y l i
s t e n c i l  s c re e n s
s t e n c i l  l e t t e r i n g  s c a le s
second s h e e ts
p o s t c a rd s
ro u g h -d ra f t  p ap e r
on ion  s k in  p ap e r
carbon  p ap e r
i n t e r - o f f i c e  memos
p a p e r c l i p s
p a p e r f a s te n e r s
in d e x  d iv id e r s
in d e x  c a rd s
in k
la b e l s
r u l e r s
ru b b e r  bands 
ru b b e r  f in g e r s  
c o l l a t i n g  s a lv e  
f i l e  f o ld e r s :  
l e g a l  
r e g u la r  
c a rd  
c a rd  f i l e  boxes 
f i l e  l a b e l s  
f i l e  g u id es  
c a le n d a r  
m agnetic  ta p e s  
te le p h o n e  and a d d re s s  book 
appo in tm en t book 
f lo w c h a r t te m p la te  
re in fo rc e m e n ts  
b in d e rs  
p ap e r punch 
s c i s s o r s  
p a p e r c u t t e r  
thumb ta c k s  
d i t t o  pap er 
mimeo p ap er 
c h a r t  m a te r ia ls  
sh o rth a n d  no tebooks 
s c r a tc h  pads 
stam p pad 
stam ps
c le a n in g  s u p p lie s  
c o lo re d  p ap er 
ty p in g  r ib b o n s
LIST OF BEGINNING BUSINESS OFFICE POSITION
D e ta i le d  d e s c r ip t io n s  may be o b ta in e d  from  th e  D ic t io n a ry  o f  O ccu p a tio n a l 
T i t l e s  o r  v a r io u s  o th e r  re s o u rc e  m a te r ia l .
B eg inn ing  P o s i t io n s
bookkeeper
c l e r k - t y p i s t
s te n o g ra p h e r
t a x  c l e r k
p o s t in g  c le r k
c a s h ie r
r e c e p t io n i s t
te le p h o n e  o p e ra to r
p a y r o l l  c le r k
f i l e  c l e r k
p r iv a t e  s e c r e ta r y
key-punch  o p e ra to r
c a rd - ta p e  c o n v e r te r  o p e ra to r
p r i n t e r  o p e ra to r
t a b u la t i n g  re c o rd  c o n t r o l  o p e ra to r
ta p e  l i b r a r i a n
te le p h o n e - te le ty p e  o p e ra to r
f le x o w r i t e r  o p e ra to r
v e r i f i e r  o p e ra to r
s o r t in g  m achine o p e ra to r
d a ta  t y p i s t
c o n so le  o p e ra to r
co d in g  c le r k
s t a t i s t i c a l  c le r k
p e rs o n n e l c le r k
b i l l i n g  c le r k
g e n e ra l  c le rk
m ail c l e r k
custom er s e r v ic e  r e p r e s e n ta t iv e
M ajor I n d u s t r ie s
m a n u fa c tu rin g
w h o le sa le
in su ra n c e
b an k in g
r e a l  e s t a t e
r e t a i l
s e r v ic e
m ed ica l
l e g a l
lum ber
r e p a i r
f i s h e r i e s  and o th e r  n a t u r a l  r e s o u rc e s
governm ent
sch o o l
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LIST OF KNOWLEDGES, ABILITIES AND PERSONAL CHARACTERISTICS OFFICE WORKERS 
SHOULD POSSESS TO BE SATISFACTORY
Knowledges and A b i l i t i e s  
ty p e w r i t in g
c l e r i c a l  a b i l i t y  t o  use  te le p h o n e  
bookkeep ing
o r ie n te d  to  th e  b u s in e s s  o f f i c e  
background  in  in s u ra n c e  
background  in  bank ing  
background  in  l e g a l  p ro ced u re s  
u n d e rs ta n d in g  o f  t e c h n ic a l  te rm s 
u n d e rs ta n d in g  o f  b u s in e s s  p ro c e d u re s  
know ledge o f  b u s in e s s  com m unications 
u se  o f  s p e c ia l iz e d  o f f i c e  m achines 
f i l i n g
o f f i c e  flow  o f  work
l e t t e r  s e t  up and co m p o sitio n
penm anship
s t a t i s t i c a l  ty p in g  and s e t t i n g  up t a b le s  and c h a r t s  
c o r r e c t  s p e l l i n g ,  p u n c tu a t io n ,  and grammar 
b a s ic  a r i th m e t ic  
c o r r e c t  d i c t a t o r ' s  e r r o r s
t r a n s c r i b e  a c c u ra te ly  from  n o te s  o r  d ic tap h o n e  
u n d e rs ta n d  d u p l ic a t in g  p ro ced u re s
S o c ia l  T r a i t s
c o o p e ra tio n
c h e e r fu ln e s s
c o u r te s y
harm onious r e l a t i o n s  w ith  a s s o c ia te s
ta c t f u ln e s s
p e r s o n a l i ty
c o n s id e ra t io n
f r i e n d l in e s s
d is p la y  a  w i l l in g n e s s  to  be  h e lp f u l
i n t e r e s t  in  o th e r  p eo p le
p o is e  and composure
p o s se s s  a  sen se  o f  humor
e n t h u s i a s t i c
s e l f - c o n f id e n t
a d a p ta b le  t o  change
m a tu r i ty
s e r io u s n e s s
(Continued on n ext page)
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iü iow ledges. A b i l i t i e s  and P e rso n a l C h a r a c te r i s t i c s  (C on tinued ) 
P h y s ic a l  T r a i t s
p e r s o n a l  ap pea rance  and groom ing 
h e a l th
p h y s ic a l  endurance 
C h a ra c te r  T r a i t s
d e p e n d a b il i ty
i n i t i a t i v e  and r e s o u rc e fu ln e s s  
a c c e p ta n c e  o f  r e s p o n s i b i l i t y  
p u n c tu a l i ty  and a tte n d a jic e  
l o y a l ty
h o n e s ty  and t r u s tw o r th in e s s
p e rs e rv e re n c e  o r  a b i l i t y  t o  fo llo w  th ro u g h
in d u s t r y
a b i l i t y  t o  keep c o n fid e n c e s
c o n s c ie n tio u s n e s s
p rom ptness in  co m p le tin g  work
a g re s s iv e n e s s
p a t ie n c e
a b le  t o  a c c e p t c r i t i c i s m
a p p l ie s  judgem ent in  m aking d e c is io n s
a d a p t a b i l i t y
a b i l i t y  t o  work un d er p re s s u re  
M en tal T r a i t s  and A t t i tu d e s  
i n t e r e s t  in  work
a b i l i t y  and w il l in g n e s s  t o  le a r n  
l i k e  r e p i t i o u s  work 
pays a t t e n t i o n  t o  d e t a i l  
a b i l i t y  t o  make d e c is io n s  
i n t e l l i g e n c e
w il l in g n e s s  t o  do u n d e s ir a b le  b u t  e s s e n t i a l  ta s k s  
m e n ta l m a tu r i ty
T e c h n ic a l T r a i t s
acc u racy
n e a tn e s s  in  m ain tenance o f  p h y s ic a l  su rro u n d in g s
e f f i c i e n c y
n e a tn e s s  o f  work
good speech  h a b i ts
th o ro u g h n ess
te c h n ic a l  s k i l l  in  t a s k s  perfo rm ed  
a t t e n t i o n  t o  d u t ie s
o rg a n iz a t io n  o f  work and w il l in g n e s s  t o  fo llo w  d i r e c t io n s  
a b i l i t y  t o  an a ly z e  and im prove p ro d u c tio n  and p ro ced u re s
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LIST OF REFERENCE MATERIALS 
FOR LIBRARY
S e le c te d  T e x ts :
a c c o u n tin g , b ookkeep ing , r e c o rd  keep ing
b u s in e s s  law
c l e r i c a l  o f f i c e  p r a c t i c e
b u s in e s s  econom ics
s e c r e t a r i a l  o f f i c e  p r a c t i c e
b u s in e s s  E n g lish
ty p in g
sh o rth a n d  and t r a n s c r i p t i o n  
r o t a r y  c a l c u la to r  manual 
p r i n t i n g  c a l c u la to r  manual 
k e y -d r iv e n  c a l c u l a to r  manual 
ad d in g  m achine m anual
IBM re f e r e n c e  books f o r  each  machine a v a i la b le  
E n g lish  grammar and co m p o sitio n  m anuals 
s p e l l i n g  manual 
d a ta  p ro c e s s in g
system s a n a ly s i s  and f lo w c h a r t in g  
f i l i n g  manual 
b a s ic  m athem atics 
o th e r  s p e c ia l iz e d  t e x t s
M isce llan eo u s  :
m a te r ia ls  c o n c e rn in g  o f f i c e  work as  an o c c u p a tio n
d ic t io n a r y
alm anac
a t l a s
te le p h o n e  d i r e c to r y
d ic t io n a r y  o r  r e f e r e n c e  books showing v a r io u s  o c c u p a tio n s
in fo rm a tio n  on how t o  ap p ly  f o r  a job
v a r io u s  s ty l e  m anuals
c i t y  d i r e c to r y
th e s a u ru s
t a x  b o o k le ts
c i v i l  s e rv ic e  t e s t s
c a ta lo g s  on b u s in e s s  equipm ent and f u r n i t u r e  
P e r io d ic a ls
A d m in is tra tiv e  Management 
B u sin ess  A utom ation 
B u sin ess  E d u ca tio n  Forum 
B u sin ess  E d u ca tio n  World 
The B usin ess  T eacher 
B u sin ess  Week 
Changing Times 
Today’s S e c re ta ry  
O ff ic e  Management
(C on tinued  on n e x t page)
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R eferen ce  M a te r ia ls  (C on tinued )
D ata  P ro c e s s o r  
FEE B u l le t in
J o u rn a l  o f  B u sin ess  E d u ca tio n  
Modern O ff ic e  P ro ced u res  
The O ff ic e
The O ff ic e  Econom ist 
O ff ic e  E x ecu tiv e  
Paperw ork S im p l i f ic a t io n  
System s
System s and P ro ced u res  
T oday 's  S e c re ta ry
There a re  many l i s t s  o f  f r e e  and in e x p e n s iv e  b u s in e s s  e d u c a tio n  m a te r ia ls  
a v a i l a b l e .  A good l i s t  o f  f i lm s  t o  u se  in  in - s e r v ic e  t r a i n i n g ,  t a p e s ,  
r e c o r d s ,  f i l m s t r i p s ,  e t c .  sh o u ld  be d ev e lo p ed . P e r io d ic a ls  sh o u ld  alw ays 
be around  f o r  s tu d e n t  u se  and r e f e r e n c e .
Summary o f  Survey R e s u lts
Upon co m p le tio n  o f  th e  q u e s t io n n a ir e  a n a l y s i s ,  th e  b u s in e s s  su rv e y , 
and th e  re s o u rc e  m a te r ia l  su rv ey  th e  f a c t s  have been g a th e re d . The d e s i r e s  
and  re q u ire m e n ts  o f  e d u c a to rs  and businessm en  a re  now known. The co u rse  
o rg a n iz a t io n  and c o n te n t can be c o n s tru c te d  upon th e  g a th e re d  f a c t s , 
o p in io n s ,  and p r a c t i c a l  e x p e r ie n c e .
The g u id e l in e s  in  C hap ter V w ere d ev eloped  t o  in c o rp o ra te  knowledge 
g a in ed  by th e  su rv e y s  t o  make s u re  t h a t  a l l  a s p e c ts  a re  co v ered  and th a t  
th e  s tu d e n t  co m p le tin g  th e  program  i s  re a d y  f o r  an e n t r y - l e v e l  o c c u p a tio n .
The b u s in e s s  and r e s o u rc e  m a te r ia l  su rv e y s  w ere a l s o  made to  p ro v id e  
e x p e r ie n c e  in  d e v e lo p in g  p ro p e r  te c h n iq u e s  o f  in fo rm a tio n  g a th e r in g  and 
a n a ly s i s  t o  be u sed  as  p a r t  o f  th e  g u id e l in e s .
CHAPTER V
GUIDELINES FOR A SIMULATED OFFICE EXPERIENCE PROGRAt-I
The g u id e l in e s  se rv e  t o  e l i c i t  in fo rm a tio n  n e c e s s a ry  f o r  th e  w r i t in g  
o f  im p o rta n t e d u c a t io n a l  s p e c i f i c a t io n s  f o r  o c c u p a tio n a l p r e p a ra t io n  
program s in  b u s in e s s  and o f f i c e  e d u c a tio n  u s in g  s im u la tio n  o f  b u s in e s s  
p r a c t i c e s .  The g u id e l in e s  w ere c o n s tru c te d  t o  a s s i s t  p la n n e rs  in  th e  
fo rm a tio n  o f  q r e a t iv e  s o lu t io n s  t o  q u e s tio n s  a r i s i n g  d u r in g  th e  developm ent, 
im p le m e n ta tio n , and e v a lu a t io n  o f  th e  d e s i r e d  e d u c a tio n a l  p rog ram s. The 
g u id e l in e s  w ere d ev e lo p ed  as a  p la n n in g  t o o l  f o r  u se  by know ledgeable p e rso n s  
such  as  b u s in e s s  e d u c a tio n  i n s t r u c t o r s ,  s t a t e  s u p e r v is o r s ,  and lo c a l  sch o o l 
o f f i c i a l s .  They can a l s o  be u sed  f o r  i n s t r u c t i o n a l  p u rp o ses  a t  u n i v e r s i t i e s ,  
c o l le g e s ,  and w orkshops.
Form at f o r  G u id e lin e s
Use o f  f lo w c h a r t s . —A f lo w c h a r t i s  e a sy  to  re a d  and e a sy  t o  fo l lo w , 
b ecau se  i t  b re a k s  th e  p ro c e d u re  down in to  a  s e r i e s  o f  s p e c i f i c  o p e ra t io n s  
o r  s te p s  in  a d e f i n i t e  o r d e r .  The f lo w c h a r t i s  co n n ec ted  by  l i n e s  in d i c a t in g  
th e  flow  o p e ra t io n s  o r  s te p s  t h a t  a r e  e x p la in e d  in  th e  sym bols o r b lo c k s .  
F lo w ch a rts  o f  v a r io u s  k in d s  a r e  w id e ly  u sed  in  to d a y 's  o f f i c e s .  T h e ir  
u se  i s  by  no means l im i t e d  t o  com puter and d a ta  p ro c e s s in g  a p p l i c a t io n s .  
F lo w ch arts  a re  u sed  th ro u g h o u t th e  g u id e lin e s  t o  d em o n stra te  th e  s te p s  
in v o lv e d  in  im plem enting  th e  g u id e l in e s  and th e  te rm  i s  u sed  th ro u g h o u t 
th e  t e x t .  The macro f lo w c h a r t  g iv e s  th e  t o t a l  c o n c e p tu a l s t r u c t u r e .
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M icro f lo w c h a r ts  a r e  p re sen te d , f o r  each  g u id e l in e  t o  summarize th e  s te p s
f o r  im p lem en ta tio n . T ÿ p ic a l sym bols u sed  in c lu d e :
INPUT/OUTPUT -  I n d ic a te s  d a ta  t h a t  i s  p u t in to
th e  system  o r  in fo rm a tio n  t h a t  i s  
p ro v id e d  by th e  sy stem .
DIRECTION-OF-FLOW -  C onnects symbols and shows 
th e  d i r e c t io n  o f  f lo w .
OPERATION
DECISION
-  D enotes t h a t  an a c t i v i t y  o f  some 
k in d  m ust be p e rfo rm ed .
-  I n d ic a te s  t h a t  a  d e c is io n  mus^ 
be made.
D ire c t io n  o f  Flow
O p era tio n
D ec is io n
TERMINAL
CONNECTOR
-  I n d ic a te s  a  b e g in n in g , e n d in g , o r 
p o in t  o f  i n t e r r u p t io n  in  a  f lo w c h a rt
-  C onnects two p la c e s  on th e  f lo w c h a r t . Q
C onnector
S ta tem en t o f  t h e  g u id e l in e . — T his i s  a  b r i e f  s ta te m e n t o f  one f a c e t  
o f  p la n n in g  and  im p lem en ta tio n  im p o rta n t t o  th e  t o t a l  p rogram .
Purpose and e x p la n a t io n . — These a re  s ta te m e n ts  showing th e  v a lu e  and 
r e l a t i o n s h ip  o f  t h e  g u id e l in e  t o  th e  t o t a l  program  and a  g e n e ra liz e d  group 
o f  comments d e s c r ib in g  th e  n a tu re  o f  th e  g u id e l in e  and w hat i t  i s  t o  accom plish ,
C h e c k l is ts — These p ro v id e  d e t a i l e d  item s t h a t  a r e  a  p a r t  o f  t h e  g u id e l in e .  
They a r e  t o  p re v e n t im p o rta n t c o n s id e ra t io n s  from  b e in g  o v e rlo o k e d  in  th e  
p la n n in g  p ro c e s s  and to  encou rage  lo g i c a l  and s y s te m a tic  p la n n in g  and 
im p lem en ta tio n  o f  t h e  g u id e l in e .  By ch eck in g  item s a p p ro p r ia te  t o  
in d iv id u a l  s i t u a t i o n s ,  th e  program  p la n n e r  has  th e  b a s i s  f o r  s e t t i n g  t h a t
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p o r t io n  o f  th e  program  in t o  o p e ra t io n .  The d i r e c t io n s  show how to  d evelop  
th e  g u id e l in e  and t e l l  th e  p la n n e r  what he sh o u ld  have upon co m p le tio n .
These a re  o n ly  g u id e l in e s  and a re  t o  he  u sed  a c c o rd in g ly . Some 
s e c t io n s  w i l l  n eed  m oderate  c o n s id e ra t io n  and some s e c t io n s  w i l l  r e q u ir e  
d e t a i l e d  p la n n in g  depend ing  on th e  know ledge and e x p e rie n c e  o f  th o se  
r e s p o n s ib le  fo r  d e v e lo p in g  th e  program . The g u id e l in e s  a re  a  t o o l —an 
id e a l  s i t u a t i o n  does n o t e x i s t .
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GEIÎERAL MACRO FLOWCHART
d e f in e  th e  
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GUIDELINE I  -  DEFINING THE SCOPE OF THE PROGRAM
G u id e lin e
I t  i s  in g se ra tiv e  t h a t  a l l  co n ce rn ed  w ith  a  S im u la te d  O ff ic e  E d u ca tio n  
E x p erien ce  Program  u n d e rs ta n d  i t s  n a tu re  and c h a r a c t e r i s t i c s ;  t h a t  a  
p h ilo so p h y  com p atib le  t o  a l l  p h ases  o f  e d u c a tio n  be d ev eloped  t o  gu ide 
th e  p rogram ; t h a t  th e  pu rp o se  b e  f u l l y  u n d e rs to o d  t o  use as  a  b a s i s  f o r  
th e  developm ent; t h a t  th e  ad v an tag es  and d isa d v a n ta g e s  be u n d e rs to o d  and 
c o n s id e re d  in  p la n n in g ; and t h a t  o b je c t iv e s  s t a t e d  in  te rm s o f  accom plish ­
a b le  outcom es be c l e a r  t o  gu ide  th e  program  p la n n in g ,  im p le m e n ta tio n , and 
e v a lu a t io n .
Purpose and E x p la n a tio n
P h ilo so p h y  i s  an e x p re s s io n  o f  f e e l i n g s ,  b e l i e f s ,  a t t i t u d e s  o r  im p re ss io n s  
r e l a t i v e  t o  a  g iven  e x p e r ie n c e . The p h ilo so p h y  o f  a  co u rse  sh o u ld  te n d  to  
p re p a re  one fo r  p re s e n t-d a y  and f u tu r e  l i v i n g .
The pu rp o se  o f  th e  program  must be c o n s ta n t ly  e v a lu a te d  to  make su re  
t h a t  i t  i s  m ean in g fu l f o r  th e  t im e s ,  b ecau se  h o r iz o n s  a re  c o n tin u o u s ly  
b e in g  ex te n d e d  in  t h i s  r a p id  e r a  o f  te c h n o lo g ic a l  change. The purpose  o f  
th e  co u rse  must be  c l e a r ly  u n d e rs to o d  t o  make th e  le a r n in g  e x p e rie n c e  sound . 
There i s  a  te m p ta t io n  t o  a r ra n g e  m a te r ia l  in  h i s t o r i c a l  sequence as o f te n  
o u t l in e d  in  a  te x tb o o k , b u t  t h i s  d e f e a ts  th e  pu rpose o f  s im u la tio n  w hich 
t r i e s  t o  r e p l i c a t e  an a c t u a l  o f f i c e  w ith  a l l  p h ases  o f  b u s in e s s  in t e g r a te d .
O b je c tiv e s  a re  e x p re s s io n s  w hich t r a n s l a t e  s t a t e d  p h ilo so p h ie s  i n t o  
some p u rp o s e fu l a c t io n .  They a re  c o n c re te  s ta te m e n ts  e x p la in in g  what a  g iv en  
phase  o f  e d u c a tio n  o r  a  p a r t i c u l a r  co u rse  w i l l  a tte m p t t o  a c h ie v e . O b je c tiv e s  
a re  im p o rta n t t o  a n a ly ze  in  te rm s o f  th e  a c t i v i t i e s  t h a t  may be p ro v id e d  to  
ac h ie v e  th e  o b je c t iv e s .  They a re  g e n e ra l ly  o f  two b a s ic  ty p e s :  ( l )  g e n e r a l ,
w hich l i s t  th e  m ajor a re a s  o f  accom plishm ent b e in g  s t r i v e d  f o r  and (2 ) s p e c i f i c ,  
l i s t i n g  th e  s k i l l s  o r  u n d e rs ta n d in g s  t o  be  o b ta in e d .
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CHECKLIST 1 : UNDERSTANDING THE ESSENTIAL NATURE OF A SIMULATED OFFICE
EXPERIENCE PROGRAM
D ire c t io n s  ; R ate  th e  item s  you c o n s id e r  t o  be e s s e n t i a l  t o  th e  program . 
Then w r i te  th e  p h ilo so p h y , p u rp o se , and o b je c t iv e s  o f  th e  c o u rse .
n (0 CO 
•H «rl
^ S ^ § So ^  O f:
g (D Elem ent t o  be  C onsidered
  1 . E x p e rie n c e s  a r e  p ro v id e d  t h r o u ^  th e  la b o ra to r y  in  w hich
in s t r u c t i o n  w i l l  c e n te r  around  th e  perfo rm ance o f  p ro d u c -  
ticx i t a s k s  on a c tu a l  o c c u p a tio n a l  and e d u c a t io n a l  p r o je c t s  
w hich a re  b r o u ^ t  in t o  th e  la b o ra to r y  from  o u ts id e  a g e n c ie s  
o r  from  w ith in  th e  sc h o o l r a t h e r  th a n  a  te x tb o o k .
  2 .  The i n s t r u c t i o n  d u p l i c a te s ,  as  n e a r ly  as p o s s ib le ,
d e s i r a b le  w ork ing  c o n d i t io n s ;  and a t  th e  same t im e , 
p ro v id e s  e f f e c t i v e  le a r n in g  s i t u a t i o n s .
  3 . The c l u s t e r  co n cep t f i t s  in t o  th e  s im u la te d  program .
  U. The flo w -o f-w o rk  approach  i s  an e s s e n t i a l  c h a r a c t e r i s t i c .
 5 . I t  i s  im p o rta n t t o  u n d e rs ta n d  th e  r e l a t io n s h ip s  among
v a r io u s  jo b s .
  6 .  In  o rd e r  t o  be m e a n in g fu l, a  s p e c i f i c  must be r e l a t e d
t o  th e  fu n c tio n  i t  s e r v e s .
  7 .  Forms a r e  th e  backbone o f  b u s in e s s  com m unication.
  8 . Employees u s in g  d a ta  p ro c e s s in g  m ust u n d e rs ta n d  sy s tem s .
  9 .  T h eo rie s  sh o u ld  be  t a u ^ t  a lo n g  w ith  o r  fo llo w in g  p r a c t i c e .
  i o .  Each s tu d e n t  has  in d iv id u a l  needs t o  be  m et.
  IL . There a re  d e f i n i t e  p r in c i p le s  o f  le a r n in g  a s s o c ia te d
w ith  a  la b o ra to r y  e x p e r ie n c e .
  12 . I t  i s  im p o r ta n t t o  m o tiv a te  s tu d e n t s .
  13 . Im m ediate g a in fu l  employment i s  e n ç h a s iz e d .
  i h .  P in p o in t  a re a s  o f  w eakness and com petence.
  1 5 . There i s  a  s tu d e n t - c e n te r e d  le a d e r s h ip .
l 6 .  The program  i s  b u i l t  on th e  in t e g r a t i o n  o f  many a c t i v i t i e s .
éO
    1 7 . The program  i s  b u i l t  on good human r e l a t i o n s  and in t e r p la y .
    1 8 . O rg a n iz a tio n  o f  p ro d u c tiv e  work cau ses  s tu d e n ts  t o
depend on s tu d e n t s .
    19 . There i s  an o p p o r tu n i ty  t o  develop  work s im p l i f i c a t i o n .
    2 0 . S tu d e n ts  can d em o n stra te  i n i t i a t i v e ,  c r e a t i v i t y ,
i n t e l l i g e n c e ,  r e s o u r c e f u ln e s s ,  and  b u s in e s s  acumen.
    2 1 . Grade re q u ire m e n ts  a re  e q u a l t o  jo b  s ta n d a rd s .
    2 2 . O p p o rtu n ity  t o  ap p ly  th e o ry  le a rn e d  in  a l l  o th e r
c la s s e s  i s  a v a i l a b l e ,  i . e . ,  s h o r th a n d , ty p in g ,  book­
k e e p in g , m ath , E n g lis h , g e n e ra l  b u s in e s s ,  and g e n e ra l  
e d u c a tio n .
    2 3 . The s tu d e n t i s  g iven  a  more com prehensive view  o f  th e
e n t i r e  b u s in e s s  program .
    2 k .  There a re  d e f i n i t e  ad v an tag es  t o  th e  p rogram . A sm a ll
com m unity, a re a s  d eep ly  a f f e c te d  by la b o r  u n io n s , 
l a y - o f f s ,  and community c r i t i c i s m  o f  th e  sc h o o l le a v in g  
e d u c a tio n  up t o  th e  b u s in e s s e s  a re  problem s a l l e v i a t e d  
by  th e  program .
    2 5 . P u b lic  r e l a t i o n s  fo r  th e  sc h o o l a re  in c re a s e d  as b u s in e s s ,
p a r e n t s , and  s tu d e n ts  f e e l  th e  s c h o o l i s  modern and 
in n o v a t iv e .
    2 6 . S tu d e n ts  a re  n o t  com peting  w ith  l o c a l  tow nspeop le  f o r
p a r t - t im e  p o s i t i o n s .
    2 7 . Em ployers p a r t i c i p a t e  in  k e e p in g  in - s c h o o l  i n s t r u c t io n
c o n s is te n t  w ith  c u r r e n t  p r a c t i c e  in  b u s in e s s .
    2 8 . The program  p ro v id e s  an e f f e c t i v e  means o f  d ev e lo p in g
young p eo p le  f o r  p ro d u c tiv e  c i t i z e n s h i p  in  th e  community.
2 9 . O th er a re a s  o f  im p o rtan ce :
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CHECKLIST 2 : SPECIFIC OBJECTIVES FOR A SIMULATED OFFICE EXPERIENCE PROGRAM
D ire c t io n s  ; Complete th e  c h e c k l i s t .  Complete more r e s e a r c h  on a re a s  o f  
im p o rtan ce  i f  n eed e d . D evelop a  p r i o r i t y  l i s t  o f  s p e c i f i c  o b je c t iv e s  w ith  
th o s e  you  have g iv en  m ajor em phasis and c o n tin u e  down th e  s c a le .
IQ CQ IQ
S m 10 
k  Ido Æ O Æ Æ 
I* O &B o B <u c  flj E lem ents t o  be C o n sid ered
  1 . To l e  a m  a p p l ic a t io n  f o r  jo b s  p ro c e d u re s .
  2 .  To develop  p r a c t i c a l  a p p l ic a t io n s  u s in g  bookkeep ing
p r in c i p l e s  and te rm in o lo g y  w hich can be  u sed  i f  
a c c o u n tin g  i s  u sed  as  a  v o c a t io n .
  3 . Develop r e s p o n s i b i l i t y  in  ty p in g  com m unications.
  4 . D evelop a b i l i t y  t o  t r a n s c r i b e  ro u t in e  co rresp o n d en ce .
  5* Develop e f f i c i e n t  u se  o f  pho tocopy  m ach ines.
  6 .  D evelop e f f i c i e n t  u se  o f  d u p l i c a t in g  m achines.
  7 . D evelop a b i l i t y  t o  ty p e  s t e n c i l s  and  m a s te r  s h e e ts .
  8 . D evelop p ro p e r  te le p h o n e  te c h n iq u e s
  9 .  D evelop a b i l i t y  t o  ju d g e  th e  m a rk e ta b i l i ty  o f  o n e 's
own work and  t o  make th e  n e c e s s a ry  ad ju s tm e n ts  o r  
c o r r e c t io n s ,  i . e . ,  e d i t ,  c a rb o n s , e r a s u r e s ,  s p e l l i n g ,  
p u n c tu a t io n ,  grammar.
  10 , D evelop d e s i r a b le  s ta n d a rd s  o f  o f f i c e  ap p ea ran ce .
 ; 11 . D evelop knowledge o f  how t o  o p e ra te  o f f i c e  m ach ines.
  12 . D evelop an u n d e rs ta n d in g  o f  f i l i n g  r u l e s .
  13 . Review th e  fundam en ta ls  o f  a r i t h m e t ic .
  lU . D evelop a b i l i t y  t o  d i r e c t  o th e r s .
  15 . D evelop h ig h e r  s ta n d a rd s  o f  h a n d w ritin g .
  l 6 .  D evelop a b i l i t y  t o  s e t  up and ty p e  s t a t i s t i c a l  m a te r ia l .
  17 . D evelop a b i l i t y  t o  know th e  pu rp o se  o f  and use  b u s in e s s
fo rm s .
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18. Learn a d d re s s in g  te c h n iq u e s .
1 9 . Learn m a n u sc rip t te c h n iq u e s .
2 0 . Develop a b i l i t y  t o  compose and use p ro p e r  form f o r  
v a r io u s  ty p e s  o f  b u s in e s s  l e t t e r s .
2 1 . Learn m a il h a n d lin g  and  p a r c e l  p o s t  p ro c e d u re s .
2 2 . D evelop a b i l i t y  t o  meet c a l l e r s  and r e l a y  m essages.
2 3 . Le a m  check w r i t i n g ,  bank acco u n t r e c o n c i l l i a t i o n , 
d e p o s i t in g ,  m a in ta in in g  th e  checkbook, and b an k in g  
p ro c e d u re s  and  p r o c e s s e s .
2 k .  Le a m  t o  check  e x te n s io n s  and t o t a l s  o f  b u s in e s s  
p a p e rs  and d ev e lo p  s k i l l  in  c a l c u la t in g  m achine 
o p e ra t io n .
2 5 . G et an a c q u a in ta n c e s h ip  w ith  fundam en ta l o p e ra t io n s  
perfo rm ed  in  d a ta  p ro c e s s in g ,  i . e . ,  c l a s s i f y i n g ,  
s o r t i n g ,  com puting , r e c o rd in g ,  sum m ariz ing , communica­
t i n g ,  and s t o r i n g .
2 6 . D evelop a  r e l a t i o n s h ip  o f  d a ta  p ro c e s s in g  fundam entals
t o  th e  b a s ic  ty p e s  o f  d a ta  p ro c e s s in g —m anual, m e c h a n ic a l, 
punched c a r d ,  and  com puter.
2 7 . D evelop an a p p re c ia t io n  f o r  th e  in c re a s e d  need  f o r  
acc u racy  and c o n t r o l  p ro c e d u re s  t o  in s u re  e r r o r - f r e e  
p e rfo rm a n ce .
2 8 . Develop an aw areness o f  th e  im pact o f  au tom ation  on 
th e  s o c ie t y ,  economy, and b u s in e s s  d i r e c t io n  and th e  
in d iv id u a l .
2 9 . D evelop an u n d e rs ta n d in g  o f  th e  p r in c i p le s  o f  b u s in e s s  
management.
30 . O th e r :____________________________ _
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GUIDELINE I I
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GUIDELINE I I  -  SCHOOL FACTORS TO CONSIDER
G u id e lin e
/ To be v a lu a b le  th e  s im u la te d  o f f i c e  e d u c a tio n  e x p e rie n c e  program  must be 
needed  by th e  s tu d e n ts  o f  th e  s c h o o l ,  and ad eq u a te  f a c i l i t i e s  and p e rs o n n e l 
must im plem ent i t .  The program  m ust be c o n s i s te n t  w ith  th e  p h ilo so p h y  and 
p u rp o se  o f  th e  t o t a l  i n s t r u c t i o n a l  p la n  and c o n t r ib u te  t o  i t .  To in s u re  
th e  program  m eets th e  in d iv id u a l  needs o f  th e  s tu d e n ts  t o  be t r a i n e d ,  coun­
s e l in g  and gu idance fu n c t io n s  sh o u ld  be com prehensive . The v i t a l i t y  and 
p r e s t i g e  o f  th e  program  r e s t s  w ith  th e  e n t h u s i a s t i c  su p p o rt o f  th e  ad m in is­
t r a t i o n  and th e  developm ent o f  l o c a l  sc h o o l p o l i c i e s  g o v ern in g  th e  program .
P urpose  and E x p la n a tio n
The program  r e q u i r e s  s e v e r a l  b a s ic  e lem en ts  o f  p la n n in g  d i r e c t l y  
r e l a t e d  t o  th e  s c h o o l. C e r ta in  assu m p tio n s m ust be made.
1 . S tu d e n ts  n eed  th e  p rogram . —A fo llo w -u p  o f  th e  s tu d e n ts  t h a t  have 
p re v io u s ly  g ra d u a te d  w i l l  p ro v id e  in fo rm a tio n  on th e  th in g s  t h a t  s tu d e n ts  
f e e l  sh o u ld  be in c lu d e d  and w h e th e r th e y  th in k  t h i s  e x p e r ie n c e  would be 
h e l p f u l .  At c i v ic  groups o r  P a re n t-T e a c h e r  A ss o c ia tio n  m ee tin g s  o r  a t  
speech es  b e fo re  c l a s s e s  in  b u s in e s s ,  an in fo rm a l r e a c t io n  o f  s tu d e n t n eed  
and i n t e r e s t ,  p a r e n t a l  d e s i r e  and i n t e r e s t ,  and b u s in e s s  su p p o rt may be 
o b ta in e d .  An in fo rm a l in te rv ie w  o f  a  number o f  s tu d e n ts  can be  h e ld  t o  
d e te rm in e  i n t e r e s t  and " sp re a d  th e  w ord" co n ce rn in g  th e  a d v a n ta g e s .
2 .  A dequate c o o p e ra t io n . — In fo rm a l c o n fe re n c e s  w ith  a d m in is t r a to r s ,  
members o f  th e  b u s in e s s  d e p a r tm e n t, c o u n s e lo r s ,  and o th e r  f a c u l ty  members 
w i l l  i n d i c a te  w h eth er th e r e  w i l l  be  c o o p e ra tio n  w ith in  t h e  s c h o o l.  O u tside  
so u rc e s  have le d  th e  i n i t i a t o r  t o  b e l ie v e  th e y  w i l l  su p p o rt th e  a c t i v i t i e s
o f  th e  program  i f  f a v o ra b le  re sp o n se s  t o  an in fo rm a l su rv ey  have been  r e c e iv e d .
3 . F a c i l i t i e s ,  eq u ip m en t, and s u p p lie s  a re  ad eq u a te  o r  can be made 
a v a i la b le  upon re a s o n a b le  r e q u e s t . —A rev ie w  o f  f a c i l i t i e s  sh o u ld  show a 
room t h a t  can be  d ev o ted  t o  th e  s im u la te d  o f f i c e s . There sh o u ld  be s u p p l i e s ,
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ty p e w r i t e r s ,  v o ic e - w r i t in g  m ach in es , c a l c u la t in g  m ach ines, and d u p l ic a t in g  
m achines a v a i l a b l e .  I t  w i l l  be d e s i r a b le  t o  have d a ta  p ro c e s s in g  eq u ip m en t, 
e s p e c i a l l y  th e  u n i t - r e c o r d  equ ipm en t. A f te r  c a r e f u l  c o n s id e ra t io n  o f  f e d e r a l  
fu n d s , th e r e  sh o u ld  be th e  o p p o r tu n i ty  t o  p u rch ase  more equ ipm ent.
U. I n s t r u c t i o n a l  a n a l y s i s . —A b u s in e s s  and o f f i c e  o c c u p a tio n a l c u rr ic u lu m  
i s  d e f in e d  as  a  sequence o f  l e a r n in g  e x p e r ie n c e s  d e s ig n e d  f o r  th e  a t ta in m e n t 
o f  e m p lo y a b il i ty  and s a t i s f a c t o r y  jo b  perfo rm ance on th e  p a r t  o f  th e  s tu d e n ts  
in  a  fa m ily  o f  b u s in e s s  and o f f i c e  o c c u p a tio n s  o r  in  a  s p e c i f i c  o c c u p a tio n  
chosen  as  a  c a r e e r  o b je c t iv e  by th e  s tu d e n t .  The le a r n in g  e x p e rie n c e  s h a l l  
be p ro v id e d  th ro u g h  g e n e ra l e d u c a tio n  s u b je c t s ,  econom ics, and p r in c i p le s  o f  
b u s in e s s  and s p e c ia l i z e d  t e c h n ic a l  b u s in e s s  and o f f i c e  e d u c a tio n  s u b je c t s .
The s u b je c t  sh o u ld  be p la c e d  in  th e  s e n io r  y e a r ,  a s  c lo s e  t o  e n t ry  on th e  
jo b  as  p o s s ib le  f o r  a  p e r io d  o f  one y e a r  as  a  cap s to n e  c o u rs e .
5 . P r e r e q u i s i t e s . — S in ce  many o f  th e  u n i t s  in  th e  o f f i c e  p r a c t i c e  
c l a s s  in v o lv e  th e  in t e g r a t i o n  o f  p r e v io u s ly -a c q u ir e d  s k i l l s ,  th e  c o u rse  
sh o u ld  be o f f e r e d  on th e  b a s i s  o f  a  s t a t e d  backg round . D e s ira b le  p r e ­
r e q u i s i t e s  in c lu d e  ty p e w r i t in g ,  a s  th e  m ajor o ne; g e n e ra l  b u s in e s s ;  s h o r t ­
h an d ; and bookkeep ing .
6 . G uidance and c o u n s e lin g  fu n c tio n s  and sc h o o l r e c o r d s . —The t e a c h e r -  
d i r e c t o r  w i l l  be  primarily r e s p o n s ib le  f o r  e n ro llm e n t ,  p la c e m e n t, fo llo w -u p  
and r e c o g n i t io n  o f  s p e c ia l  i n t e r e s t s  and a p t i tu d e s ;  b u t th e  c o u n se lo rs  o f  
th e  s c h o o l w i l l  be h e lp in g  t o  make su re  t h a t  p ro p e r  p ro c e d u re s  a r e  fo llo w ed  
in  acco rd an ce  w ith  sc h o o l p o l i c i e s .  I t  i s  d e s i r a b le  f o r  a  c o u n se lo r  t o  be 
on th e  a d v iso ry  com m ittee . The fu n c t io n s  o f  gu idance and c o u n s e lin g  and 
p ro p e r  r e c o rd  c o n t r o l  a re  t o  re c o g n iz e  s tu d e n t  needs t h r o u ^  i n t e r p r e t a t i o n  
o f  s c h o o l r e c o r d s ,  s tu d e n t  b ack g ro u n d , and  s tu d e n t t e s t  p r o f i l e s .
7 . A d m in is tra tiv e  a p p ro v a l . — L ocal sc h o o ls  sh o u ld  dev e lo p  o p e r a t io n a l
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p o l i c i e s  f o r  th e  program  t h a t  a re  b a se d  on f e d e r a l  g u id e l in e s  and l e g i s l a t i o n .  
T h is  w i l l  in s u re  t h a t  th e  program  has  r e a l i s t i c  s ta n d a rd s  and p ro c e d u re s .
What i s  e x p e c te d  from  th e  r e s p o n s ib le  p eo p le  in v o lv e d  and p ro c e d u re s  t o  be 
co vered  in  th e  program  w i l l  p ro v id e  a  sound b a s i s  f o r  d is c u s s in g  th e  program  
w ith  th e  community and o th e r  e d u c a to r s .  I t  w i l l  p ro v id e  f o r  e q u a l tr e a tm e n t 
o f  a l l  s tu d e n ts .
In  o rd e r  t o  o b ta in  a d m in is t r a t iv e  a p p ro v a l ,  a  p ro p o s a l f o r  th e  program  
must be  s u b m itte d  t o  th e  p r i n c i p a l ,  s u p e r in te n d e n t ,  o r  b o a rd  o f  t r u s t e e s ,  
depend ing  on th e  l o c a l  s c h o o l p o l i c i e s ,  t h a t  w i l l  g iv e  a  b r i e f  b u t  com plete  
d e s c r ip t io n  o f  what i s  t o  be  acco m p lish ed . T his p ro p o s a l  can a l s o  be u sed  
by  members o f  th e  a d v iso ry  com m ittee f o r  u n d e rs ta n d in g  th e  program . G e n e ra l ly ,  
when a  w e ll -o rg a n iz e d  p ro p o s a l  i s  p r e s e n te d  t o  th e  a d m in is t r a t io n  and fo llo w ed  
by  o r a l  com m unication and sound J u s t i f i c a t i o n ,  a cc ep tan c e  w i l l  be  l i k e l y ,  
e s p e c i a l l y ,  i f  th e r e  i s  a  d e s i r e  to  in n o v a te  and m odernize th e  l o c a l  v o c a t io n a l  
program  and funds a re  a v a i l a b l e .
8 . T e a c h e r -D ire c to r  o f  p ro g ram .— The te a c h e r  f a c i l i t a t e s  th e  t r a n s i t i o n  
from  th e  la b o ra to r y  e x p e r ie n c e  t o  th e  w o rld  o f  w ork . To be e x c e l le n t  a t  t h i s  
jo b  r e q u i r e s  co n tin u o u s  s e l f - s tu d y  and e :5q )erim en tation . The complex jo b  o f  
te a c h in g  a  s im u la te d  o f f i c e  e x p e r ie n c e  program  sh o u ld  n o t be g iven  t o  th e  
n o v ic e  b u t a  t e a c h e r  w ith  cu m u la tiv e  e x p e r ie n c e  in  many f i e l d s .
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CHECKLIST 3 : INSTRUCTIONAL ANALYSIS
D ir e c t io n s : Com plete th e  rev iew  o f  i te m s , ch ec k in g  th o s e  co m p a tib le  w ith
th e  t o t a l  p rogram . R esearch  t o  c l e a r  up any hazy  id e a s .  W rite  a  s ta te m e n t 
o f  c u r r ic u lu m  p lacem en t t o  be l a t e r  in c o rp o ra te d  in  th e  c o u rse  d e s c r ip t io n  
s e c t io n  o f  th e  c o u rse  o u t l i n e .
  W ill in c o rp o ra te  a l l  s t u d e n t s .
A. A c c e le ra t io n  o f  th e  o u ts ta n d in g  w i l l  be a r ra n g e d .
B. R em edial le a r n in g  f o r  th e  d isa d v a n ta g e d  w i l l  be a r ra n g e d .
C. C u rricu lu m  b u i ld s  from  lo w es t t o  th e  h ig h e s t  l e v e l ,  
a c c e p t in g  th e  s tu d e n t where he i s  and b u i ld in g  from  t h e r e .
  T here w i l l  be f l e x i b i l i t y  o f  scope and sequence to  a llo w  f o r  e x c e p tio n s ,
  A common body o f  e d u c a tio n a l  e x p e r ie n c e  w i l l  be a v a i l a b l e .
  A ll  c u r r ic u lu m  com ponents w i l l  complement each  o th e r  c u lm in a tin g  in
th e  s im u la te d  o f f i c e  e x p e r ie n c e  program .
  The program  i s  a d m in is t r a t iv e ly  and o r g a n iz a t io n a l ly  sound w ith  a
d e f i n i t e  p lacem en t o f  r e s p o n s i b i l i t y .
  The program  f i t s  in to  th e  t o t a l  sch ed u le  o f  u se  o f  f a c i l i t i e s  and
eq u ip m en t.
  The program  i s  c o n s i s te n t  w ith  s tu d e n t s ,  s i z e  o f  s c h o o l,  and q u a l i ty
o f  s t a f f .
  The program  c u lm in a te s  th e  o f f i c e  e d u c a tio n  e x p e r ie n c e .
  P ro v is io n  f o r  c o n s u l ta t io n  w i l l  be made in c lu d in g  s t a t e  and lo c a l
e d u c a t io n a l  s e r v ic e s  and th o se  in  th e  a r e a  w here s tu d e n ts  w i l l  be  
em ployed.
  C o o p era tio n  w i l l  be  m a in ta in e d  betw een o f f i c e  e d u c a tio n  and a re a s
o f  v o c a t io n a l  and g e n e ra l e d u c a tio n .
  C u rricu lu m  p ro v is io n s  have been made t o  c o n s ta n t ly  r e v is e  and
e v a lu a te  th e  t o t a l  program .
  The c o u rse  c o n te n t  h as  been  exam ined b a s i c a l l y  t o  d e te rm in e  w hether
i t  i s  u p - to - d a t e ,  a p p ro p r ia te  f o r  th e  ty p e  o f  t r a i n i n g  in te n d e d , i s  n o t 
r e p e t i t i o u s ,  and i s  a p p ro p r ia te  o f  th e  y e a r  in  w hich i t  i s  o f f e r e d .
  T here has  been  a s s i s ta n c e  in  exam ining  th e  c u rr ic u lu m  from  sc h o o l
a d m in i s t r a to r s ,  b u s in e s s  t e a c h e r s ,  b u s in essm en , and o th e rs  who a r e  
i n t e r e s t e d .
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The e v a lu a t io n  o f  th e  la b o ra to r y  e x p e r ie n c e  w i l l  be o f  v a lu e  t o  th e  
i n s t i t u t i o n  and th e  e n t i r e  c u r r ic u lu m  a s  w e ll  as  th e  in d iv id u a l .
O th er :
CHECKLIST k: STUDENT PREREQUISITES DESIRABLE FOR ENTERING THE PROGRAM
D ire c t io n s  ; S e le c t  th e  p r e r e q u i s i t e s  d e s i r a b l e .  E v a lu a te  th e  answ ers 
you choose t o  b e  su re  th e y  a re  c o m p a tib le  w ith  th e  t o t a l  s c h o o l program . 
W rite  a  l i s t  o f  p r e r e q u i s i t e s  d e s i r a b le  f o r  th e  program .
  G en era l b u s in e s s
  P e rs o n a l ty p in g
  Typing I
  Typing I I
  S h o rth an d  I
  S h o rthand  I I
  Bookkeeping
  R ecord K eeping
  M erch an d isin g  and r e t a i l i n g
  Economics
  B u sin ess  law
  In tro d u c t io n  t o  d a ta  p ro c e s s in g
  Programming and system s a n a ly s i s
  O ff ic e  m achines
  Work e x p e rie n c e
  "C" g rad e  p o in t  av erag e
  S e n io r  s ta n d in g
  J u n io r  s ta n d in g
  Have i d e n t i f i e d  o f f i c e  o c c u p a tio n s  a s  c a r e e r  o b je c t iv e
  Have a b i l i t y  t o  p r o f i t  from  program
O th er:
CHECKLIST 5: INFORMATION NEEDED ON STUDENT PERSONNEL RECORDS OF THE SCHOOL
AND THE SIMULATED OFFICE EXPERIENCE PROGRAM
D ire c t io n s  : Com plete th e  c h e c k l i s t ,  m arking th e  item s o f  in fo rm a tio n  you
n eed . D evelop a  re c o rd  to  u s e .  D evelop a  p o l ic y  f o r  th e  u se  o f  th e  r e c o rd .
P e rso n a l D ata:
 Name __ P la c e  o f  b i r t h
 Nickname __ Nsune o f  p a r e n ts  o r  g u a rd ia n s
  Home a d d re s s  __  B ir th p la c e  o f  p a r e n ts  o r  g u a rd ia n s
  Sex __  M a r i ta l  s t a t u s  o f  p a re n ts  o r  g u a rd ia n s
D ate o f  b i r t h  E d u ca tio n  o f  p a r e n ts  o r  g u a rd ia n s
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Names o f  b r o th e r s  and s i s t e r s  
Ages o f  b r o th e r s  and s i s t e r s
Summary o f  h e a l th  in fo rm a tio n  in c lu d in g  h e a r in g ,  s i g h t ,  sp eech , 
d i s a b i l i t i e s ,  and im m unizations
E x t r a - c u r r i c u l a r  A c t i v i t i e s :
  In - s c h o o l a c t i v i t i e s
  O u t-o f-s c h o o l a c t i v i t i e s
  A th le t ic s
  O f f ic e s  h e ld
  Honors r e c e iv e d
  S p e c ia l  awards
A n ecd o ta l R eco rd :
  D is c ip l in e
  I n t e r e s t s
  M a tu r ity
  S p e c ia l  s k i l l s
  T eacher recom m endation
  S o c ia l  s k i l l s
  N otew orthy a t t r i b u t e s
C h a ra c te r  t r a i t s
S c h o la s t ic  R eco rd :
  School a t te n d a n c e
  Grades
  C ourses
  T eachers
T es t R e s u l ts :
  Achievem ent
  I n t e r e s t
  A p titu d e
M ental m a tu r i ty_ i .Q .
Job T ra in in g  E x p e r ie n c e :
  %ype o f  job
  D ates jo b  h e ld
Employer name and a d d re ss
C aree r O b je c t iv e :
  F u tu re
  Im m ediate
P o lic y  Q u e s tio n s :
O ther:
Where w i l l  th e  r e c o rd s  be k e p t?  
Who w i l l  f i l l  o u t th e  r e c o r d s ? _  
W ill any c o p ie s  be needed?______
Who w i l l  have a c c e s s  t o  th e  in fo rm a tio n ?
CHECKLIST 6: SCHOOL POLICIES TO BE DEVELOPED CONCERNING THE SIMULATED 
OFFICE EXPERIENCE PROGRAM TO INSURE STANDARDIZED OPERATION
D ire c t io n s  : Complete th e  c h e c k l i s t  t o  be s u re  a l l  needed f a c to r s  a re
in c lu d e d . Review l i t e r a t u r e  o r d is c u s s  t o  c l e a r  any hazy  a re a s  o r  to  
d e te rm in e  i f  more p o l i c i e s  a re  n eed e d . D evelop a  p ro p o s a l t o  th e  adm in­
i s t r a t i o n  th a t  c o u ld  be ad o p ted  as p o l ic y  f o r  th e  s im u la te d  o f f i c e  e d u c a tio n  
e x p e r ie n c e  program . Each ite m  you d e te rm in e  im p o rta n t sh o u ld  be w r i t t e n  
o u t in  d e t a i l .
S e le c t io n  o f  s tu d e n ts :
  A. F o u rteen  y e a r s  o f  age o r  o ld e r
  B. A b i l i ty  t o  p ro g re s s  in  a r e a  f o r  w hich in s t r u c t io n  i s  g iv e n .
  C. F in a l  s e l e c t i o n  i s  p r im a r i ly  r e s p o n s i b i l i t y  o f  te a c h e r .
 D. S tu d e n t 's  p a re n ts  and s tu d e n t sh o u ld  a t t e n d  o r i e n t a t i o n  m e e tin g .
E . D e f in i te  p r e r e q u i s i t e s  a re  r e q u i r e d .
TO
T ra in in g  p la n s  g o v e rn in g  e x p e r ie n c e s  th e  s tu d e n t w i l l  be a s s ig n e d  to  
in  th e  program  w ith  r e s p o n s i b i l i t i e s  in v o lv e d .
The number t o  be e n r o l l e d .  A minimum o f  15 and a  maximum o f  25 i s  
recommended, b u t  th e  e n ro llm e n t sh o u ld  n o t exceed  th e  l i m i t s  o f  th e  
f a c i l i t i e s .
R e la te d  i n s t r u c t i o n  t h a t  w i l l  be p ro v id e d  b e fo re  e n te r in g  th e  la b o ra to r y  
e x p e r ie n c e .
The la b o ra to r y  f a c i l i t i e s  r e q u ir e d  and d e s i r e d .
The number o f  h o u rs  sp e n t in  th e  r e l a t e d  le a r n in g  s i t u a t i o n  and th e  
s im u la te d  o f f i c e  e x p e r ie n c e .
T eacher r e le a s e d  tim e  f o r  p la n n in g .
The e v a lu a t io n  p ro c e d u re s .
P lacem ent in  th e  v a r io u s  t r a i n i n g  s t a t i o n s  in c lu d in g  th e  r o t a t i o n  
sc h e d u le s  and p o s i t io n  d e s c r ip t io n s .
P lacem ent in  th e  v a r io u s  t r a i n i n g  s t a t i o n s  in c lu d in g  th e  p r e r e q u i s i t e s  
r e q u ir e d  f o r  eac h .
C re d i t  t h a t  w i l l  be  o f f e r e d  t o  th o s e  who s u c c e s s f u l ly  com plete th e  
e x p e r ie n c e .
R equirem ents o f  f i e l d  t r i p s  and a sk in g  sp e a k e rs  t o  p ro v id e  r e l a t e d  
know ledge.
A d m in is tra tiv e  r e s p o n s i b i l i t y  o f  th e  t e a c h e r - d i r e c to r  and o th e rs  in  
th e  sch o o l in v o lv e d  in  making th e  program  co m p le te .
Use o f  sc h o o l s u p p l ie s  and p e rs o n n e l t o  com plete  su rv ey s  r e q u ir e d  to  
keep  th e  program  c u r r e n t .
Use o f  th e  work e x p e r ie n c e  program  s tu d e n ts  t o  do work f o r  th e  sch o o l 
o r  l o c a l  b u s in e s s  a g e n c ie s .
Use o f  news m edia and o th e r  so u rc e s  o f  p u b lic  r e l a t i o n s .
S e le c t io n ,  p u rp o s e s ,  and a c t i v i t i e s  o f  th e  a d v iso ry  com m ittee .
M a te r ia ls  developm ent and p ro c e d u re s  t o  be u sed  in  th e  s im u la te d  
o f f i c e  e x p e r ie n c e .
O th er:
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CHECKLIST 7: SELECTION OF A PROPERLY-QUALIFIED TEACHER-DIRECTOR
D ire c t io n s  : Complete th e  c h e c k l i s t  t o  d e te rm in e  th e  q u a l i f i c a t i o n s  t h a t
a r e  most im p o rta n t t o  y o u r s c h o o l.  D evelop th e  jo b  d e s c r ip t io n .  S e le c t  
th e  t e a c h e r - d i r e c to r .
  B a c h e lo r 's  d eg ree  in  f i e l d  o f  b u s in e s s  e d u c a tio n .
  S ix  t o  n in e  q u a r te r  ho u rs  in  p r o f e s s io n a l  v o c a t io n a l  e d u c a tio n .
  One t o  t h r e e  y e a r 's  e x p e r ie n c e  in  te a c h in g .
  R equirem ents f o r  s t a t e  c r e d e n t i a l s .
  P a t t e r n  o f  c o n tin u o u s  e d u c a tio n  u p d a tin g  in c lu d in g :
  A. D ire c te d  o c c u p a tio n a l e x p e r ie n c e s  r e c e n t ly .
  B. I n te r n s h ip  program s in  b u s in e s s  e d u c a tio n .
  C. P re p a ra t io n  in  w orking  w ith  d isa d v a n ta g e d .
  D. i n s t i t u t e s  r e l a t i n g  t o  s im u la t io n .
  E . I n - s e r v ic e  program s l o c a l l y  and a t  th e  s t a t e  o r  u n iv e r s i ty  l e v e l .
  F . O th e r :_____________________________________
  M eets th e  re q u ire m e n ts  o f  th e  s t a t e  f o r  te a c h in g  fe d e ra l ly - re im b u rs e d
e d u c a t io n a l  p ro g ram s.
  U nderstands f e d e r a l  l e g i s l a t i o n  as  i t  r e l a t e s  t o  v o c a t io n a l  e d u c a tio n
and a  s im u la te d  o f f i c e  e x p e rie n c e  program .
  Has a  s in c e r e  d e s i r e  t o  a s s i s t  young p e o p le  in  d e v e lo p in g  in to  com petent
em ployees .
  I s  p r o n p t ,  r e s p e c t f u l ,  c o u r te o u s , sy m p a th e tic , and c o n s is te n t  in  a l l
d e a l in g s .
  I s  a  good o rg a n iz e r  o f  i n s t r u c t i o n .
  I s  a b le  t o  a d e q u a te ly  com plete  r e p o r t s  and re c o rd s  co n c e rn in g  d e t a i l s
o f  th e  program .
  Has s u f f i c i e n t  p h y s ic a l  and m en ta l s ta m in a  t o  d is c h a rg e  h i s  d u t ie s
e f f e c t i v e l y .
  I s  a b le  t o  e f f e c t i v e l y  m a in ta in  p u b lic  r e l a t i o n s  f o r  th e  program .
  U nderstands th e  o b je c t iv e s  o f  g e n e ra l  e d u c a t io n ,  v o c a t io n a l  e d u c a tio n ,
b u s in e s s  e d u c a t io n ,  and o f f i c e  e d u c a tio n  and t h e i r  r e l a t i o n s h ip  t o  each  
o t h e r .
  Has an u n d e rs ta n d in g  o f  th e  p h y s ic a l  and f i n a n c i a l  l i m i t a t i o n s  o f  th e
l o c a l  s c h o o l d i s t r i c t .
72
U n d erstan d s th e  ty p e s  o f  a d v ic e  and re s o u rc e  m a te r ia ls  a v a i la b le  from  
th e  a d v iso ry  com m ittee and p e rso n s  in  th e  community.
I s  f a m i l i a r  w ith  th e  te a c h in g  m ethods t o  be  u sed  in  a  s im u la te d  o f f i c e  
e x p e r ie n c e  progrsun.
Has t h e  a b i l i t y  t o  s e l e c t  and p la c e  s tu d e n ts  in  th e  work e x p e rie n c e  
p o r t io n  o f  th e  c a p s to n e  c o u rs e .
U nd ers tan d s c o o rd in a tio n  o f  jo b  e x p e r ie n c e s  and c la ss ro o m  i n s t r u c t i o n .
U n d ers tan d s c o o rd in a tio n  o f  g u idance  and c o u n s e lin g .
U n d ers tan d s th e  te c h n iq u e s  o f  e v a lu a t io n  and fo llo w -u p .
I s  p r o f e s s io n a l  in  te a c h in g  and p a r t i c i p a t e s  in  l o c a l ,  r e g io n a l ,  and 
n a t io n a l  g roups le a d in g  t o  a  b ro a d e r  background .
I s  a b le  t o  m o tiv a te  s tu d e n ts  t o  work in  a  m ature and b u s in e s s - l ik e  
m anner.
I s  a b le  t o  a r ra n g e  f o r  in c lu s io n  o f  m a te r ia ls  t o  m eet th e  needs o f  
in d iv id u a l  s tu d e n t s .
U n d ers tan d s how t o  cope w ith  s tu d e n ts  who do n o t u n d e rs ta n d  o f f i c e  
p ro c e d u re s , th e  im p o rtan ce  o f  a b se n te e ism , and  w ork ing  un d er a  s u p e rv is o r .
U n d ers tan d s th e  flow  o f  m a te r ia l  common to  a l l  o f f i c e s  and i n t e r ­
r e l a t i o n s h i p s  o f  jo b s .
Has s u b je c t  m a tte r  know ledge.
P o s se s se s  s e l f - c o n f id e n c e  and h as  t h e  r e s p e c t  o f  s tu d e n t s .
U n d erstan d s t h a t  th e  s o p h i s t i c a t i o n  o f  th e  program  depends on th e  
im a g in a tio n  and p la n n in g  o f  th e  t e a c h e r .
R ecogn izes t h a t  th e  o c c u p a tio n a l  e x p e r ie n c e  i s  t o  h e lp  overcome 
sh o rt-c o m in g s  a s  s tu d e n ts  p re p a re  t o  seek  em ploym ent.
Has a b i l i t y  t o  re -ex am in e  t o  be c e r t a i n  t h a t  th e  cu rr ic u lu m  r e f l e c t s  
ch an g in g  c o n c e p ts  and t h a t  ad eq u a te  s t a f f  and f a c i l i t i e s  a re  p ro v id e d .
I s  w i l l i n g  to  work t o  c o o rd in a te  th e  program  w ith  p o s t-h ig h  sch o o l 
i n s t i t u t i o n s .
O th e r:
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GUIDELINE I I I  
g u i d e l i n e  I ^
ADVISORY COMMITTEE 
AND PLAN OF ACTION
d ete rm in e  
r e s p o n s ib i l i  
and d u t ie s
l e s
nom inate
r e p r e s e n ta t iv (
nono ^ d m in i> a tra tiv e
a p p r o v a l^nominee
S ^ c c e p t
yes
s e l e c t
com m ittee
p la n
o r ie n t a t i o n
m eetin g
develop  
p la n  o f  
a c t io n
g u i d e l i n e
F igure 4
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GUIDELINE I I I  -  ADVISORY COMMITTEE
G u id e lin e
An a d v iso ry  com m ittee s h a l l  be e s ta b l i s h e d  in  an i n i t i a l  e f f o r t  t o  o b ta in  
a d v ic e  t o  im prove th e  V o c a tio n a l B u sin ess  and O ff ic e  E d u ca tio n  p ro g ram s.
Purpose and E x p la n a tio n
The com m ittee s h a l l  p ro v id e  d i r e c t io n  and make th e  b e s t  use  o f  r e s o u r c e s .
Members s h a l l  be chosen from  th e  community, s c h o o l f a c u l ty  and a d m in is t r a t io n ,
and in c lu d e  th e  t e a c h e r - d i r e c t o r .  These key in d iv id u a ls  w i l l  p ro v id e  th e
c o n s u l t a t iv e  ad v ic e  t o  th e  d i r e c t o r  to  in s u re  acc u racy  and com prehensiveness
o f  th e  program . The com m ittee sh o u ld  in c lu d e  from  seven  t o  tw e lv e  p e r s o n s .
P erhaps s ta g g e re d  te rm s co u ld  be s e t  up t o  in s u re  t h a t  th e r e  i s  alw ays an
e x p e rie n c e d  member a v a i l a b l e .  The program  d i r e c t o r  s h a l l  be  in  charg e  o f
a c t i v i t i e s  o f  th e  a d v iso ry  com m ittee .
The V o c a tio n a l E d u ca tio n  A ct o f  1963 makes th e  u se  o f  a d v iso ry  com m ittees
m andatory  f o r  v o c a t io n a l  program s a t  th e  s t a t e  and n a t io n a l  l e v e l s .  I f  th e
i n s t r u c t i o n a l  program  i s  t o  be  k e p t in  tu n e  w ith  th e  needs o f  th e  in d iv id u a ls
and th e  a g e n c ie s  t o  be  s e rv e d ,  th e y  a re  a l s o  needed  a t  th e  l o c a l  l e v e l .
The members a r e  t e n t a t i v e l y  s e le c te d  and is s u e d  a  w r i t t e n  i n v i t a t i o n
t o  s e r v e .  When m embership i s  e s t a b l i s h e d ,  a  g e n e ra l  o r i e n t a t i o n  m ee tin g  i s
h e ld  t o  o b ta in  a p p ro v a l o f  th e  program  th u s  f a r  ad o p ted  and t o  h e lp  p la n  th e
p h ases  t h a t  n eed  t o  be  com pleted  b e fo re  im plem enting  th e  program . C a l l  on
th e  a d v iso ry  com m ittee when th e r e  i s  som eth ing  s p e c i f i c  t o  do .
A s t e e r in g  com m ittee may be a p p o in te d  to  o rg a n iz e  th e  p rogram , th e n
an a d v iso ry  com m ittee may be  s e le c te d  a f t e r  th e  program  i s  in  o p e r a t io n .
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CHECKLIST 8: POLICY FORMATION CONCERNING ADVISORY COMMITTEES
D ire c t io n s  : Complete th e  c h e c k l i s t  m arking item s t h a t  you w ish  t o  be
in c o rp o ra te d  in t o  th e  p rogram . O b tain  a d m in is t r a t iv e  a p p ro v a l . W rite  
o u t s ta te m e n t o f  p o l ic y  co n c e rn in g  a d v iso ry  com m ittee.
j S e le c t io n  o f  I n d iv id u a ls  a s  R e p re s e n ta t iv e s
  From b u s in e s s  a s  an em p lo y er:_________________________________________
From b u s in e s s  a s  an em ployee:
From e d u c a tio n :
  S u p e r in te n d e n t :_
  P r i n c i p a l : ______
D ire c to r  o f  V o c a tio n a l E d u c a tio n : _  
G uidance C ounselo r:
S im u la te d  O ff ic e  E x p erien ce  D ire c to r :^
B u sin ess  D epartm ent C hairm an:_________
F a c u l ty  Member:_________________________
S tu d en t C o u n c il R e p re s e n ta t iv e :_________
S ta te  D epartm ent o f  P u b lic  I n s t r u c t i o n :
C iv ic  Club member: 
P a r e n t :
Chamber o f  Commerce Member;
P ro fe s s ic x ia l  A ss o c ia tio n  Member:
R e p re s e n ta tiv e  from  S ta te  Employment S e rv ic e :
Member o f  th e  News M ediaj_______________________
O th er:
S te p s  t o  ta k e  t o  O rgan ize  A dv iso ry  Committee
  S e le c t  r e p r e s e n ta t iv e s  d e s i r e d .
  A d m in is tra tiv e  a p p ro v a l .
  Send ou t l e t t e r  o f  r e q u e s t  t o  s e rv e .
  Send ou t l e t t e r  o f  n o t i f i c a t i o n  o f  s e le c t io n  a f t e r  p ro c e s s  has  been
com pleted .
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  S e t up th e  number o f  p eo p le  t o  s e rv e  and th e  r o t a t i o n  sc h e d u le  f o r
t h e i r  te rm s o f  o f f i c e .
  P lan  o r i e n t a t i o n  m ee tin g .
  Meet w ith  members f o r  o r i e n t a t i o n  and t o  p la n  c a le n d a r  o f  e v e n t s .
  S e le c t  a  s e c r e t a r y  t o  ta k e  m in u te s , a  p e rso n  t o  n o t i f y  members o f
m eetings and send  o u t th e  ag en d a , and a  p e rso n  to  co rre sp o n d  w ith  th e  
S ta t e  and N a tio n a l a d v is o ry  co m m ittee s .
  D ecide on th e  number o f  r e g u la r ly - s c h e d u le d  m eetings t o  h av e .
  O b tain  a d v iso ry  com m ittee a p p ro v a l o f  program  th u s  f a r  e s t a b l i s h e d .
  W rite  out p o l i c i e s  co n c e rn in g  p u rp o s e s ,  a c t i v i t i e s ,  and o rg a n iz a t io n
o f  a d v iso ry  com m ittee .
  O th e r :______________________________________________________________________
S ta tem en t o f  D u tie s  and  R e s p o n s ib i l i t i e s
  To p ro v id e  th e  sc h o o l a d m in is t r a t io n  w ith  a d v ic e  on th e  ty p e s  o f  c o u rse s
in  b u s in e s s  and o f f i c e  e d u c a tio n  needed  t o  s a t i s f y  th e  t r a i n i n g  needs 
o f  th e  community.
  To h e lp  in  t h e  work o f  th e  community su rv ey s  by  d e te rm in in g  th e  d a ta
t o  be  g a th e re d  and by s u p p o r t in g  th e  s tu d ie s  and g a in in g  th e  b e s t  
community r e a c t io n  t o  them , as w e l l  as  by h e lp in g  t o  e v a lu a te  th e  
r e s u l t s  from  th e  s t u d i e s .
  To h e lp  p la n  a  s e t  o f  s ta n d a rd s  f o r  e n tra n c e  in t o  v o c a t io n a l  o f f i c e
p o s i t io n s  upon co m p le tio n  o f  t h e i r  t r a i n i n g .
  To h e lp  th e  te a c h e r  make a  l i s t  o f  a v a i la b le  r e f e r e n c e  m a te r ia l .
  To h e lp  p ro v id e  p la c e s  f o r  f i e l d  t r i p s  and o u ts id e  s p e a k e rs .
  To d is c u s s  l o c a l  employment o p p o r tu n i t ie s  and s ta n d a rd s  in  and o u t
o f  t h e  c la ss ro o m .
  A s s is t  in  o rg a n iz in g  a  fo llo w -u p  program  f o r  g ra d u a te s .
  O th e r :_____ _________________________________________________________
  Need s t e e r i n g  com m ittee and  a d v iso ry  com m ittee .
  T e n ta tiv e  d a te s  fo r  m e e tin g s :___________________________
^ i d e l i n e  11^
de te rm in e  
how t o  o b ta ii 
in fo rm a tio n
e s t a b l i s h  
p la n  o r 
in s tru m e n t
yes




g a th e r  d a ta
t a l l y  d a ta
an a ly ze  d a ta
draw
co n c lu s io n s
g u i d e l i n e  V ^
Figure 5
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GUIDELINE IV -  COMMUNITY SURVEY
G uideline
The s im u la te d  o f f i c e  e d u c a tio n  program  sh o u ld  be p lan n ed  t o  be com p atib le  
/ w ith  th e  l o c a l  community needs and th o se  o f  th e  s tu d e n t who w i l l  be  w orking  
in  th e  community.
Purpose and e x p la n a tio n
S tu d e n ts  in  a  s im u la te d  o f f i c e  e x p e rie n c e  program  a re  em ployed by 
b u s in e s s e s  in  th e  l o c a l  com munity. In  o rd e r  f o r  a  good program  t o  b e  e f f e c t i v e  
in  a  p a r t i c u l a r  com munity, some means o f  d e te rm in in g  th e  re q u ire m e n ts  o f  th e  
jo b  o p p o r tu n i t ie s  in  th e  community must be p ro v id e d . The means f o r  d e t e r ­
m in ing  th e s e  re q u ire m e n ts  i s  u s u a l ly  a  community su rv e y .
In  co m p le tin g  a  s u rv e y , we a re  t r y i n g  t o  d e te rm in e  th e  a re a s  o f  em ploy­
ment t h a t  w i l l  a c t u a l l y  be open t o  g ra d u a te s  in  o f f i c e  e d u c a tio n , th e  ty p e s  
o f  jo b s ,  s k i l l s  and know ledges n e ed e d , th e  com panies w i l l i n g  t o  a llo w  a  
system s a n a ly s i s  o f  t h e i r  p ro c e d u re s ,  and make p u b l ic  r e l a t i o n s  c o n ta c ts .
A f te r  c o m p le tio n , i t  sh o u ld  b e  e s ta b l i s h e d  w hich b u s in e s s e s  w i l l  be  w i l l in g  
t o  have f i e l d  t r i p s  t o  t h e i r  o f f i c e s ,  sp o n so r s p e a k e r s ,  and have an 
a p p re c ia t io n  f o r  w hat th e  sc h o o l i s  t r y i n g  t o  accom plish  in  t h e i r  t r a i n i n g  
program . In  many c a s e s ,  th e  m arket f o r  s tu d e n ts  may exceed  th e  l o c a l  a r e a .
A fo llo w -u p  o f  g ra d u a te s  p lu s  th e  knowledge o f  te a c h e r s  w ith  e x p e rie n c e  in  
th e  sc h o o l o r  gu idance re c o rd s  w i l l  show w here s tu d e n ts  go t o  w ork.
S tu d e n ts  in  o f f i c e  p r a c t i c e ,  econom ics, ty p in g ,  o r  g e n e ra l  b u s in e s s  can 
b e  u t i l i z e d  t o  do th e  p re lim in a ry  w ork. The a d v iso ry  com m ittee and s tu d e n ts  
may h e lp  by  in t ro d u c in g  th e  im p o rtan ce  o f  th e  program  and d e v e lo p in g  th e  
q u e s t io n n a ir e  o r  in te rv ie w  s h e e t  and  s e l e c t i n g  th e  b u s in e s s e s  t h a t  w i l l  be 
su rv e y e d . I t  w i l l  be th e  r e s p o n s i b i l i t y  o f  th e  t e a c h e r - d i r e c to r  t o  see
T9
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t h a t  a  c a r e f u l  and v a l i d  q u e s t io n n a ir e  o r in te rv ie w  r e p o r t  i s  d i s t r i b u t e d ,  
t a l l i e d ,  and a n a ly z e d . In  a l l  c a s e s ,  th e  a p p ro v a l o f  th e  a d m in is t r a t io n  
and th e  a d v is o ry  com m ittee sh o u ld  be o b ta in e d .
CHECKLIST 9 : POLICY STATEIffiNT ON COMMUNITY SURVEY
D ire c t io n s  ; C o n ç le te  t h e  c h e c k l i s t .  S e le c t  th e  item s a p p ro p r ia te  t o  you r 
s i t u a t i o n .  W rite  th e  p o l ic y  s ta te m e n t g o v ern in g  th e  community su rv e y .
Q u e s tio n n a ire  t o  a l l  b u s in e s s e s .
Q u e s tio n n a ire  t o  s e le c te d  b u s in e s s e s :
  b an k in g  __  r e t a i l
  in s u ra n c e  __  r e a l  e s t a t e
 law  __ w h o le sa le
  c o n s t r u c t io n  __  e d u c a tio n
  m e d ic a l __  o th e r :______
  a c c o u n tin g  ______
m a n u fa c tu r in g  ______
Q u e s tio n n a ire  t o  b e  s e n t  t o  a re a s  w here s tu d e n ts  w i l l  be  em ployed, 
in c lu d in g  th o s e  beyond th e  l o c a l  com munity.
Em phasis w i l l  be p la c e d  on th e  l o c a l  community o n ly .
C ir c u la t io n  o f  q u e s t io n n a ir e s  w i l l  b e  expanded t o  o th e r  a r e a s .
Ty~pes o f  jo b s  a v a i la b le  w i l l  govern  th e  p lacem en t o f  q u e s t io n n a ir e s  :
  r e c e p t i o n i s t  __  c l e r k  t y p i s t
 m a il  and  f i l e  c l e r k  __ p a y r o l l  and a c c o u n tin g  c le r k
  in v e n to ry ,  s h ip p in g ,  r e c e iv in g
  e x e c u tiv e  s e c r e t a r y  __  o t h e r : ________________
  m achine o p e ra to r  _________________________
 s u p e rv is o r  and m anager __________________ _
An in t r o d u c to r y  l e t t e r  w i l l  accompany th e  q u e s t io n n a ir e .
An in t r o d u c to r y  s p e e c h . to  c i v i c  o rg a n iz a t io n s  w i l l  be  g iv e n .
A p e r s o n a l  c o n ta c t  o f  a d v is o ry  com m ittee o r  o th e r  r e p r e s e n ta t iv e  
w i l l  in t ro d u c e  th e  q u e s t io n n a ir e .
The q u e s t io n n a ir e  w i l l  be  a d m in is te re d  o r a l l y  in  a  p e rs o n a l  in te r v ie w .
A tim e  f o r  co m p le tio n  w i l l  be e s ta b l i s h e d :  1 wk. , 2 wks_. ,
o th e r  .
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  A fo llo w -u p  p la n  w i l l  be  d e v ise d  t o  o b ta in  re sp o n se s  t h a t  w ere n o t
im m ediate .
  Somebody w i l l  be d e s ig n a te d  t o  t a l l y  th e  q u e s t io n n a i r e s .
  Somebody w i l l  be d e s ig n a te d  t o  a n a ly ze  th e  q u e s t io n n a i r e s .
/
  The q u e s t io n n a ir e s  w i l l  th e n  be used  f o r  s e le c t io n  o f  th e  r e p r e s e n ta t iv e
com pany(ies) t h a t  w i l l  be in c o rp o ra te d  in to  th e  s im u la te d  o f f i c e  
e x p e rie n c e  program .
  The q u e s t io n n a i r e s ,  t a l l y ,  and a n a ly s i s  w i l l  be f i l e d  in  a  p a r t i c u l a r
lo c a t io n  f o r  a  d e s ig n a te d  le n g th  o f  t im e .
CHECKLIST 10: COMMUNITY SURVEY FACTORS TO DETERMINE WHAT INFORMATION
SHOULD BE OBTAINED FROM LOCAL BUSINESSES
D ire c t io n s  : Com plete th e  c h e c k l i s t ,  ch o o sin g  q u e s tio n s  d e s i r a b le  f o r  your
u s e .  Review what you s e le c te d  t o  make s u re  i t  i s  im p o r ta n t .  Add any o th e r  
id e a s  you may h av e . D evelop th e  q u e s t io n n a ir e .  D evelop th e  in t ro d u c to ry  
in s tru m e n t.  T a l ly  th e  answ ers a f t e r  th e  r e s u l t s  have been  re c e iv e d .  
A n a ly s is  o f  answ ers sh o u ld  be a p p l ie d  t o  p la n n in g  th e  p rogram .
G e n e ra l:
  F irm  name
  F irm  a d d re s s
  Form com pleted  by and t i t l e
  D ate
  Type o f  b u s in e s s
  Telephone number
  Name o f  com pany's c h i e f  e x e c u tiv e  o r  p a r ty  r e s p o n s ib le  f o r  c o n ta c ts
w ith  th e  sch o o l 
O ther :
Employment :
How many em ployees a r e  c o n s id e re d  " o f f i c e  w o rk ers"?  (O ff ic e  w orkers 
in c lu d e  bookkeepers and a c c o u n ta n ts ,  c l e r k s ,  t y p i s t s ,  s te n o g ra p h e rs  
and s e c r e t a r i e s ,  r e c e p t i o n i s t s ,  sw itch b o a rd  o p e r a to r s ,  p a y r o l l  c l e r k s ,  
o f f i c e  m achine o p e r a to r s ,  o f f i c e  s u p e r v is o r s ,  f i l e  c l e r k s ,  m a il 
c l e r k s , e t c . )
How many b e g in n in g  o f f i c e  w orkers  d id  you h i r e  l a s t  y e a r?  (A b eg in n in g  
o f f i c e  w orker i s  a  p e rso n  employed t o  work in  a  b u s in e s s  o f f i c e ,  who has 
had no p re v io u s  f u l l - t im e  o f f i c e  work e x p e r ie n c e , e x ce p t summers, and 
whose fo rm al e d u c a tio n  does n o t  ex ten d  beyond h i ^  s c h o o l . )
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  T h ro u ^  w hat so u rc e s  do you o b ta in  b e g in n in g  o f f i c e  w orkers?
  What a re  y o u r b e g in n in g  s a l a r i e s  b e fo re  d e d u c tio n s  a re  made?
  How many o f f i c e  em ployees a re  male?
/ ___  How many o f f i c e  em ployees a re  fem ale ?
  How many p a r t - t im e  em ployees do you have?
  Name o f  any jo b  e n tra n c e  t e s t s  a d m in is te re d .
  E d u ca tio n  d e s i r e d  o f  new f u l l - t im e  em ployees
  Do you have d i f f i c u l t y  s e c u r in g  o f f i c e  w orkers?
  What do you f e e l  a re  l i k e l y  t o  be th e  b e s t  jo b  o p p o r tu n i t ie s  in
o f f i c e  o c c u p a tio n s  d u r in g  th e  n e x t few y e a rs ?
  Do you have a  fo rm al t r a i n i n g  program  in  y o u r f irm ?
  A pprox im ately  how many o f  y o u r em ployees a r e  h ig h  sc h o o l g ra d u a te s ,
b u s in e s s  sc h o o l g r a d u a te s ,  u n iv e r s i ty  g r a d u a te s ,  o th e r?
O th er:
C o o p e ra tio n :
Would you be w i l l i n g  to  a llo w  a  d e t a i l e d  system s a n a ly s i s  o f  th e  work 
and  p ro c e d u re s  u se d  in  y o u r o f f i c e  t o  dev e lo p  a  s im u la te d  o f f i c e  
s i tu a t ic x i  f o r  th e  c la ssro o m ?  Do you have an o r g a n iz a t io n a l  c h a r t  t o  u se?
Would you be w i l l i n g  t o  send  r e p r e s e n ta t iv e s  t o  th e  c l a s s  t o  t e l l  
a b o u t y o u r work and o f f i c e  p ro c e d u re s?
Would you be w i l l i n g  t o  a llo w  group v i s i t a t i o n s  t o  se e  th e  equipm ent 
and p ro c e d u re s  u sed  in  y o u r o f f ic e ?
Would' you be  w i l l i n g  to  se rv e  on an e v a lu a t io n  com m ittee t o  make su re  
t h a t  th e  s im u la te d  e x p e r ie n c e  i s  r e p r e s e n ta t iv e  o f  th e  modem o f f ic e ?
What d e f ic ie n c ie s  do you  f e e l  th e  b e g in n in g  o f f i c e  w orker h as?
What c h a r a c te r  t r a i t s  a r e  d e s i r a b le  in  o f f i c e  em ployees?
What enç)loyment s ta n d a rd s  do you have f o r  b e g in n in g  o f f i c e  w orkers?
In  w hat jo b s  do you p la c e  h ig h  sc h o o l g ra d u a te s?
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GUIDELINE V -  ESTABLISH ORGMIZATIONAL STRUCTURE
G uideline
An o rg a n iz e d  c la ss ro o m  s t r u c t u r e  i s  needed  t o  make s u re  t h a t  th e  e x p e r ie n c e s  
w i l l  h e  r e p r e s e n ta t iv e  o f  th e  modem o f f i c e  and e d u c a t io n a l ly  o rg a n iz e d  t o  
h e  most v a lu a b le .
P urpose  and E x p la n a tio n
There a re  any number o f  ways t o  e s t a b l i s h  th e  o r g a n iz a t io n a l  p a t t e r n .
As any e x p e rie n c e d  te a c h e r  know s, i t  i s  im p o ss ib le  t o  ta k e  a  canned
program  and s t a r t  te a c h in g  w ith o u t ad ju s tm e n ts  f o r  th e  p a r t i c u l a r  s i t u a t i o n .
A f te r  co m p le tio n  o f  th e  community s u rv e y , you have seen  w hich ty p e s  o f
b u s in e s s e s  a re  r e p r e s e n ta t iv e  o f  p la c e s  you r s tu d e n ts  w i l l  s t a r t  w o rk in g ,
w hich ty p e s  o f  jo b s  a r e  a v a i l a b l e ,  and w hich o f f i c e  s i t u a t i o n s  a re  most
r e p r e s e n ta t iv e  o f  th e  m arket s tu d e n ts  w i l l  be  e n te r in g .  In  t h i s  s e c t i o n ,
we a re  t r y i n g  t o  e s t a b l i s h  e d u c a tio n a lly -w o rk a b le  p a t t e r n s .
CHECKLIST 11: ORGANIZATION OF SIMULATED OFFICE EXPERIENCE PROGRAM
D ire c t io n s  : Complete th e  c h e c k l i s t ,  s e l e c t i n g  th e  s i t u a t i o n  th a t  w i l l
be b e s t  f o r  y o u r p rogram . W rite  a  p o l ic y  s ta te m e n t .
  C le r ic a l  and s e c r e t a r i a l  s tu d e n ts  (a )  s e p a ra te  c l a s s e s ,  (b) one c l a s s ,
o r  (c )  o th e r : _____________________ .
  High and lo w - a b i l i t y  s tu d e n ts  (a )  s e p a ra te  c l a s s e s ,  (b ) one c l a s s ,  o r
( c l  o th e r :________________________ .
  E n ro llm en t maximum (a )  1 0 -2 0 , (b ) 2 0 -2 5 , (c )  25 b u t n o t  over 30 , o r
(d ) o th e r : _________________________ .
  How many o f f i c e s  a re  d e s i r a b le ?  (a )  1 ,  (b ) 2-U , (c )  5 ,  (d ) 5 -1 0 ,
o r  (e )  o th e r : _____________________ .
  S tu d e n ts  w i l l  be r o t a t e d  (a )  so he works in  each p o s i t i o n ,  (b ) p la c e d
in  one p o s i t io n  in  each  o f f i c e  and r o t a t e  o f f ic e s ,  (c )  so  he i s  k e p t
in  th e  same p o s i t i o n  d u r in g  th e  e n t i r e  e x p e r ie n c e , (d ) so  he i s  k e p t
in  th e  same o f f i c e  b u t r o t a t e d  w i th in ,  o r  (e )  o t h e r : __________________ .
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The c la s s  p e r io d s  sh o u ld  be (a )  s in g le  p e r io d ,  (b ) doub le  p e r io d ,  o r  
( c )  o th e r ;__________________________ .
The tim e  p ro v id e d  f o r  r e l a t e d  le a r n in g  w i l l  be (a )  s i x  w eeks, (b ) 
seven  w eeks, (c )  e ig h t  w eeks, (d ) n in e  w eeks, o r  (e )  o th e r :___________
R e la te d  le a r n in g  and work e x p e rie n c e  w i l l  be (a )  c o n se c u tiv e  (one 
p e r io d  e a c h ) ,  (b ) c o n se c u tiv e  ( f i r s t  r e l a t e d  le a r n in g  and l a t e r  work 
e x p e r ie n c e ) ,  o r  (c )  o t h e r : ___________________________ .
The tim e  t h a t  w i l l  b e  a l l o t t e d  f o r  s p e c i f i c  o r i e n t a t i o n  t o  th e  
work e x p e r ie n c e  program  w i l l  be (a )  one week, (b ) two w eeks, (c )  
o th e r  :________________________ .
The a re a s  o f  b u s in e s s  t o  be  r e p re s e n te d  a re  (a )  one company, s e v e r a l  
o f f i c e s ,  (b ) one o f f i c e ,  s e v e r a l  work s i t u a t i o n s ,  (c )  s e v e r a l  o f f i c e s  
in  d i f f e r e n t  o c c u p a tio n a l a r e a s ,  (d ) s e r v ic e  b u re a u , o r  (e )  o th e r :
______________________. (N o te: This w i l l  r e q u i r e  c a r e f u l  d e f in i t i o n
a f t e r  b a s ic  s e l e c t i o n . )
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GUIDELINE VI -  BUSINESS SURVEY & ANALYSIS
G uideline
To p ro v id e  a  co n ç re h e n s iv e  and r e a l i s t i c  e x p e r ie n c e , th e  management p r o c e s s ,  
w hich i s  a  s e r ie s *  o f  i n t e r r e l a t e d  s te p s  o r  fu n c tio n s  w hich when s a t i s ­
f a c t o r i l y  perfo rm ed  le a d  t o  th e  ach ievem ent o f  g o a ls ,  must h e  c a r e f u l ly  
su rv ey ed  and d u p l ic a te d .
P urpose and E x p la n a tio n
To make th e  p la n  w orkab le  and a  r e a l i s t i c a l l y - v a l u a b l e  e x p e r ie n c e ,  th e  
a c tu a l  p ro c e d u re s ,  fo rm s, and equipm ent u sed  in  b u s in e s s  have to  be  d e te rm in e d . 
I f  a  c a r e f u l  a n a ly s i s  i s  n o t d one , th e  developm ent o f  m a te r ia ls  and th e  
P o l i c i e s  and P ro ced u res  I'lanual may f a l l  s h o r t ,  and th e  im proved program  o f  
v o c a t io n a l  p r e p a ra t io n  may n o t be d ev e lo p ed . System s a n a ly s i s  o f  th e  b u s in e s s  
t o  be u se d  w i l l  e l im in a te  c o n f l i c t i n g  o r o v e r la p p in g  co u rse  c o n te n t ,  un­
n e c e s s a ry  fu n c tio n s  and a c t i v i t i e s ,  p ro v id e  more c o n t r o l ,  and im prove m orale 
and a  s t r o n g e r  p r o f e s s io n a l  a t t i t u d e  as s tu d e n ts  know th e y  a r e  do ing  work as
i t  i s  a c t u a l l y  p r a c t ic e d  in  o f f i c e  em ploym ent.
Two a l t e r n a t i v e s  w i l l  be b r i e f l y  d is c u s s e d .  The f i r s t  i s  t o  a c tu a l ly  
go i n t o  th e  b u s in e s s  s e le c te d  and s tu d y  what i s  h ap p en in g . The second  i s  
t o  r e s e a r c h  a v a i la b le  w ork ing  m a te r i a l s .  P r in c ip le s  o f  management—p la n n in g ,  
o rg a n iz in g ,  s t a f f i n g ,  and  c o n t r o l l i n g —n eed  to  b e  fo llo w ed  t h r o u ^ o u t  th e
developm ent o f  t h i s  e n t i r e  program  and d u rin g  th e  a n a ly s i s  o f  r e s u l t s  from
th e  b u s in e s s  su rv e y .
The t e a c h e r - d i r e c to r  w i l l  u n d o u b ted ly  want t o  be in  on th e  su rv ey  and w i l l  
p ro b a b ly  be  th e  l e a d e r .  T his a llo w s  th e  t e a c h e r - d i r e c to r  t o  have a  f i r s t - h a n d  
know ledge o f  th e  b u s in e s s  sy stem . T his a p p l ie s  e q u a l ly  t o  go ing  in t o  th e  
b u s in e s s  o r  do in g  th e  re s o u rc e  m a te r ia l  s u rv e y . Members o f  th e  a d v iso ry  
com m ittee can be a  b ig  h e lp  in  t h i s  a r e a  o r  th e y  co u ld  be  d e le g a te d  to
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com plete  th e  su rv e y . The t e a c h e r - d i r e c t o r ,  w ith  th e  c o o p e ra tio n  o f  th e  
s u p e r in te n d e n t ,  sh o u ld  a t  l e a s t  he r e s p o n s ib le  f o r  th e  o rg a n iz a t io n  and 
a n a ly s i s  o f  r e s u l t s .  The team  approach  i s  p r e f e r a b l e ,  b eca u se  more th a n  
one a re a  can be  co v ered  a t  a  tim e  and s e v e r a l  i n t e r p r e t a t i o n s  may be 
d is c u s s e d .
A l te r n a t iv e  I  -  B u sin ess  s u rv e y . —There a re  s e v e r a l  d i f f e r e n t  ways th e  
team  may u se  t o  g a th e r  d a ta .  D e ta i l s  o f  what i s  b e in g  done may b e  o b ta in e d  
from  o r g a n iz a t io n a l  c h a r t s , p o l ic y  m anuals , and ta p e d  in te rv ie w s  w ith  
em ployees and managem ent. A d e t a i l e d  d e s c r ip t io n  o f  each  form  and i t s  
o r i g i n ,  i t s  p ro c e s s in g ,  and i t s  u se  i s  p ro b a b ly  th e  b e s t  way o f  g e t t in g  a l l  
t h e  in fo rm a tio n  c o n c e rn in g  th e  b u s in e s s ,  t h o u ^  g e n e ra l  in te rv ie w s  may be 
h e lp f u l  and  p ro v id e  ad eq u a te  b ackg round . A f te r  th e  in fo rm a tio n  h as  been  
o b ta in e d ,  t o  be  u s e f u l  i t  m ust be o rg a n iz e d .
One t o o l  t o  u se  i s  th e  system s f lo w c h a r t  in tro d u c e d  in  th e  b e g in n in g  
s e c t io n  o f  th e  g u id e l in e s . B eg in n in g  w ith  th e  so u rc e  document i n p u t s , each  
s te p  in  th e  o p e ra t io n  i s  c h a r te d  u s in g  th e  p ro p e r  sym bo ls . F i le s  and 
equipm ent w hich a re  u sed  a re  i d e n t i f i e d ;  th e  sequence o f  s te p s  in  th e  p ro c e s ­
s in g  p ro c e d u re s  i s  shown; th e  d i f f e r e n t  d ep a rtm en ts  in v o lv e d  a re  lo c a te d ;  
and th e  o u tp u t r e s u l t s  a r e  p r e s e n te d .  A l th o u ^  th e  c h a r t  may a l s o  in d i c a te  
p ro c e s s in g  f r e q u e n c ie s ,  in p u t and o u tp u t volum es, w orkers  who p erfo rm  each  
s t e p ,  tim e  re q u ir e d  t o  com plete  each  s t e p ,  and th e  m a te r ia ls  and s u p p lie s  
u s e d , such  in fo rm a tio n  i s  f r e q u e n t ly  n o te d  on s e p a ra te  q u e s t io n n a ir e  form s 
w hich may be  keyed  to  s te p s  in  th e  f lo w c h a r t .  One o f  th e  b e s t  g u id es  t o  
g a th e r in g  in fo rm a tio n  i s  th e  IBM b o o k le t  e n t i t l e d  D ocum entation Techniques 
(IBM C o rp o ra tio n , Manual C 20-80T5). T his b o o k le t g iv e s  exam ples o f  form s 
w hich a r e  u s e f u l  in  th e  f a c t - f i n d i n g  p ro c e s s .
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A lte rn a t iv e  I I  -  R esource s u rv e y , —P o s s ib ly ,  th e r e  may be some re a s o n — 
t im e , ex p en se , la c k  o f  a  t r u l y - r e p r e s e n t a t i v e  company, la c k  o f  c o o p e ra tio n ,  
e t c . —t h a t  may p re v e n t a c t u a l l y  go in g  in to  th e  b u s in e s s .  In  t h i s  c a s e ,  
r e s e a r c h  can be u n d e rta k e n  t o  o b ta in  a c t i v i t i e s  and jo b s  t h a t  r e p re s e n t  
b u s in e s s .
To id e n t i f y  t a s k s  t h a t  a re  b e in g  perfo rm ed  by em ployees, a  number o f  
re s e a rc h  s tu d ie s  can be an a ly z e d  t o  f in d  o u t u s e f u l  in fo rm a tio n . When 
su rv e y in g  r e s o u rc e  m a te r ia ls  and s tu d i e s ,  i t  i s  h e lp f u l  to  have a t a l l y  o r  
c h e c k o ff  s h e e t .  A d d it io n a l  in fo rm a tio n  c o n c e rn in g  th e  use  o f  a  re s o u rc e  
m a te r ia l  su rv ey  was p ro v id e d  in  th e  s e c t io n  p e r t a in in g  t o  t h i s  method 
t h a t  was in c o rp o ra te d  in  C h ap te r I I  and C hap ter IV .
CHECKLIST 12: BUSINESS SURVEY TO USE IN THE DEVELQPIvIENT OF A POLICIES AND
PROCEDURES MANUAL, DETERMING FACILITIES AND EQUIPMENT, AND 
THE DEVELOPMENT OF MATERIALS AND COURSE OUTLINE.
D ire c t io n s  : Follow  th e  s te p s  o u t l in e d  in  th e  c h e c k l i s t  t o  com plete  th e
b u s in e s s  su rv e y . A nalyze and make ad ju s tm e n ts  i f  n e c e s s a ry .  W rite  up
th e  f in d in g s  o f  th e  su rv e y .
  S e le c t  th e  b u s in e s s  o r  b u s in e s s e s  most r e p r e s e n ta t iv e  o f  th o s e  s tu d e n ts
w i l l  be  e n te r in g  upon co m p le tio n  o f  th e  p rogram .
  From th e  above l i s t ,  s e l e c t  th e  com pany(ies) t h a t  w i l l  b e  r e p re s e n te d
in  y o u r o r g a n iz a t io n a l  p la n .
From t h a t  l i s t ,  s e l e c t  th e  com pany(ies) t h a t  w i l l  be most h e lp f u l  in  
a llo w in g  a  system s a n a ly s i s  o f  t h e i r  p o l i c i e s  and p ro c e d u re s .
T h ro u ^  th e  s u p e r in te n d e n t ,  c o n ta c t  th e  company and make a rrangem en ts  
t o  a n a ly ze  t h e i r  p o l i c i e s  and p ro c e d u re s—tim e  in v o lv e d , who w i l l  need  
t o  be s e e n , when th e y  w i l l  need  t o  be s e e n , what r e f e r e n c e  m a te r ia l  you 
w ould l i k e  fu r n is h e d ,  and th e  v a lu e  o f  th e  s e r v ic e  t h a t  th e  conçany w i l l  
be p e rfo rm in g  f o r  th e  e d u c a t io n a l  program .
S e le c t  th e  members who w i l l  be  on th e  a n a ly s i s  team , and a rra n g e  fo r  
them  t o  meet th e  s c h e d u le s  e s ta b l i s h e d  w ith  th e  company.
In  advance c o n ta c t  p e r s o n a l ly  each p e rso n  t o  be in te rv ie w e d , e x p la in  
w hat i s  b e in g  d one , i t s  p u rp o se , and how th e y  can h e lp .
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P re p a re  p eo p le  w ith  r e q u e s t  f o r  a l l  form s t h a t  o r ig i n a t e  w ith  t h e i r  
p o s i t i o n ,  c ro s s  t h e i r  d e sk , and le a v e  t h e i r  d e sk . Have them  be 
p re p a re d  t o  t e l l  w here i t  comes from , w hat th e y  do w ith  i t ,  and where 
th e y  send  i t .  P re p a re  an in te rv ie w  s h e e t  so  n o th in g  w i l l  be f o r g o t t e n .
Tape th e  in te rv ie w  w ith  th e  em ployee o r r e p r e s e n ta t iv e  o f  a  p a r t i c u l a r  
d ep a rtm en t. ( I t  i s  n o t  n e c e ss a ry  t o  in te rv ie w  ev e ry  dep artm en t em ployee, 
b ecau se  th e  m anager o f  each d ep artm en t can  e x p la in  w hat i s  go ing  on in  
h i s  d e p a rtm e n t. Of co u rse  each  em ployee may be in te rv ie w e d  i f  d e s i r a b l e . )
( a )  O btain  a l l  in fo rm a tio n  l i s t e d  in  th e  p re v io u s  ite m .
(b ) Ask f o r  ways th e  em ployees f e e l  th e r e  co u ld  be improvement in  
th e  sy stem .
(c )  Ask f o r  p e r s o n a l  comments on p r e s s u r e ,  p e r s o n a l i t y ,  and s k i l l  and 
knowledge r e q u ire m e n ts ,  and o th e r  item s deemed im p o rta n t .
Make a  ty p e d  t r a n s c r i p t  o f  th e  ta p e d  in te rv ie w .
I f  th e r e  a r e  gaps in  th e  in fo rm a tio n , r e c o n ta c t  th e  p e rso n  and ask  
him  to  e x p la in .  (Though th e y  have been  ask ed  t o  p r e p a re ,  i t  i s  o f te n  
d i f f i c u l t  t o  remember ev e ry  s te p  t h a t  i s  u s u a l ly  done a s  a  p a r t  o f  a 
r o u t i n e . )
Draw up a  d e t a i l e d  f lo w c h a r t  o f  each  document u sed  w ith in  th e  sy stem .
Draw up a  m acro flo w ch art o f  th e  work flow  in  th e  dep artm en t l i s t i n g  
in p u t s ,  d e c i s io n s ,  a p p ro v a ls ,  p ro c e s s in g ,  and o u tp u ts .
W rite  a b r i e f  n a r r a t i v e  t o  c o rre sp o n d  t o  th e  f lo w c h a r t making comments 
on equ ipm en t, p r e s s u r e ,  p e r s o n a l i ty  re q u ire m e n ts ,  s u p p lie s  u s e d , t im e ,  e tc ,
W rite  a  jo b  in s t r u c t io n  s h e e t  showing p u rp o se , d e s c r ip t io n  o f  th e  jo b ,  
th e  fo rm s, eq u ip m en t, and s u p p l ie s  t o  be u s e d , and th e  p ro c e s s in g  to  
be done on th e  jo b .
Take th e  f lo w c h a r t ,  n a r r a t i v e ,  and jo b  i n s t r u c t io n  s h e e t  back to  th e  
s u p e rv is o r  t o  d e te rm in e  i f  a l l  in fo rm a tio n  i s  c o r r e c t .  (A djustm ents 
can be  made on th e  docum ents, b eca u se  th e y  a re  m ere ly  w ork sh ee ts  fo r  
developm ent o f  th e  p o l i c i e s  and p ro ced u res  m an u a l.)
Complete a  f i n a l  d r a f t  i f  n e c e s s a ry .
P u t a l l  th e  d ep artm en ts  to g e th e r  t o  form  a  f lo w c h a r t  f o r  th e  t o t a l  
o f f i c e  sy stem  making s u re  t o  r e f e r e n c e  th e  d e t a i l e d  f lo w c h a r ts  t h a t  
c o rre sp o n d .
Look f o r  e d u c a t io n a l  im provem ent. Make any a d ju s tm e n ts  r e q u ir e d  fo r  
te a c h in g  p u rp o se s .
Compile th e  r e p o r t .
Send c o u r te s y  copy t o  th e  company in v o lv e d  and make th e  p ro p e r  th a n k  
y o u s .
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CHECKLIST 13: DATA GATHERING QUESTIONS
D ire c t io n s  ; S e le c t  q u e s tio n s  t o  be  in c lu d e d  in  th e  su rv e y . D evelop su rv e y  
p la n .
What so u rce  o f  in fo rm a tio n  i s  used?
  What so u rce  docum ents a re  re c e iv e d ?
  What so u rce  docum ents a re  used?
  Where do th e y  o r ig in a te ?
  What i s  th e  freq u en cy  o f  in p u t—d a i l y ,  w eek ly , m o n th ly , p e r io d ic a l ly ?
  What i s  th e  maximum volume re c e iv e d ?
  What i s  th e  av e ra g e  volume re c e iv e d ?
What work i s  done?
  What re c o rd s  and f i l e s  a re  b e in g  k e p t t o  su p p o r t th e  o p e ra t io n ?
  How f r e q u e n t ly  i s  th e  o p e ra t io n  b e in g  perform ed?
  What volume f lu c tu a t io n s  o ccu r in  th e  o p e ra tio n ?
  What i s  th e  volume o r  m agnitude o f  work in  each  phase  o f  th e  o p e ra tio n ?
  What i s  th e  cau se  o f  any f lu c tu a t io n s  in  volume?
  What i s  th e  flow  o f  w ork, i . e . ,  what sequence o f  s te p s  i s  fo llo w ed  t o
p e rfo rm  th e  o p e ra t io n ?
What b u s in e s s  re s o u rc e s  a r e  used?
  What d ep artm en ts  a r e  in v o lv e d  in  th e  o p e ra tio n ?
  What p la c e  in  th e  o rg a n iz a t io n  do th e y  occupy?
  What i s  th e  p rim ary  fu n c tio n  o f  th e  d ep artm en t?
  How many m an-hours a r e  needed?
  How much tim e  i s  r e q u ir e d  to  com plete  each  s te p ?
  What equipm ent i s  b e in g  used? For how long?
  What m a te r ia ls  and s u p p l ie s  a r e  b e in g  used?
  How much does i t  c o s t  t o  p e rfo rm  th e  o p e ra tio n ?
What r e s u l t s  a re  ach iev ed ?
  What o u tp u t r e p o r t s  a re  p re p a re d ?
  What i s  t h e i r  pu rp o se?
  Who u se s  th e  r e p o r t s ?
  What u se  i s  a c t u a l l y  b e in g  made o f  th e  r e p o r ts ?
  What i s  th e  p e rc e n ta g e  o f  accu racy ?
  Where a re  th e y  s to re d ?
  How tim e ly  a re  th e y ?
What p e r s o n a l  f a c to r s  a re  in v o lv ed ?
  When you f e e l  th e  most p r e s s u r e .
  What a re  th e  t y p i c a l  i n t e r r u p t io n s ?
  How a re  you e v a lu a te d ?
  What ty p e  o f  p e r s o n a l i ty  i s  needed  f o r  t h i s  p o s i t io n ?
  Why w ere you s e le c te d  f o r  t h i s  p o s i t io n ?
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GUIDELINE VII -  FACILITIES AND EQUIPMENT MD SUPPLIES
G uideline
S e le c t io n  o f  f a c i l i t i e s ,  eq u ip m en t, and s u p p l ie s  sh o u ld  be p lan n ed  on th e  
b a s i s  o f  f l e x i b i l i t y  and maximum use  f o r  group and in d iv id u a l  i n s t r u c t i o n .
They sh o u ld  be p u rc h a se d , r e n te d ,  o r  le a s e d  a c c o rd in g  t o  th e  most econom ical 
p la n  and in  th e  m ost econom ica l q u a n t i t i e s .
Purpose and E x p la n a tio n
I n s t r u c t i o n a l  f a c i l i t i e s  and equipm ent may c o n s i s t  o f  c lassroom s and 
fu l ly -e q u ip p e d  l a b o r a to r i e s  where pre-em ploym ent s k i l l s  a re  t a u g h t ,  in c lu d in g  
s tu d y  t a b l e s ,  c h a i r s ,  d e s k s , f i l e s ,  b o o k c a se , c h a lk b o a rd s , b u l l e t i n  b o a rd s ,  
m agazine r a c k s ,  s to r a g e  sp a c e , and s p e c ia l i z e d  b u s in e s s  m ach ines. F a c i l i t i e s  
and equipm ent a re  non-expendabl e  and sh o u ld  be  s e le c te d  a c c o rd in g  to  c a r e f u l l y -  
a n a ly z e d  n e e d s . S u p p lie s  a re  expendab le  and u sed  t o  com plete  th e  ta s k s  o f  
t h e  o f f i c e .  They a re  u sed  in  c o n ju n c tio n  w ith  f a c i l i t i e s  and equ ipm ent.
Funds f o r  re m o d e lin g , b u i ld in g ,  o r  p u rc h a s in g  equipm ent and rooms come 
m ain ly  from  fo u r  s o u rc e s ;  under p r o v is io n s  o f  NDEA, V o c a tio n a l E duca tion  Act 
p r o v is io n s ,  MDTA fu n d s , a n d /o r  s t a t e  and l o c a l  fu n d s . G e n e ra lly  sp e a k in g , 
equipm ent i s  p u rc h a se d , o r  a u th o r iz e d  to  be le a s e d  o r  r e n te d .  S tu d e n ts  and 
te a c h e r  to g e th e r  can dev e lo p  th e  in v e n to ry  p la n ,  s e l e c t i o n ,  o r d e r in g ,  b u d g e t in g , 
and d e v e lo p in g  o f  a  c o o rd in a te d  sy stem  f o r  h a n d lin g  f a c i l i t i e s ,  equ ipm en t, 
and s u p p l ie s .
M ajor a re a s  t h a t  a re  needed  f o r  th e  s im u la te d  o f f i c e  e x p e rie n c e  program  
in c lu d e  le c tu r e -d e m o n s t r a t io n  a r e a  u sed  p r in c i p a l l y  f o r  group a c t io n  and 
le a r n in g ;  sem inar a r e a s ,  u sed  p r i n c i p a l l y  fo r  group a c t io n  and le a r n in g  
on in d iv id u a l  p r o j e c t s ;  la b o ra to r y  a re a s  u sed  f o r  in d iv id u a l  a c t io n  and 
le a r n in g ;  co n fe ren c e  a re a s  w ith  p r iv a t e  f a c i l i t i e s ;  l i b r a r y  a re a s  f o r  u se  
o f  r e f e r e n c e  m a te r ia ls  ; and s to ra g e  a r e a s .  A u x il ia ry  a re a s  may be developed  
t o  m eet th e  needs o f  in d iv id u a l  s c h o o l s i t u a t i o n s .
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CHECKLIST lU: DETERMINING FACILITIES, EQUIPMENT AND SUPPLIES NEEDED
D ire c t io n s  : Com plete th e  c h e c k l i s t .  D evelop p la n s  f o r  th e  room in c lu d in g
sp a c e , f u r n i t u r e , m ach in es , and s to ra g e  n e e d s . Review w ith  th e  a d v iso ry
com m ittee t o  make su re  t h a t  n o th in g  has been  f o r g o t t e n .  W rite  up p la n s  and
s p e c i f i c a t i o n s .  A rrange f o r  o rd e rs  and changes t o  be co m p le ted . In v e n to ry
th e  equipm ent and s u p p l ie s .  S e t up and a rra n g e  f a c i l i t i e s ,  equipm ent and
s u p p l i e s .
G en era l In fo rm a tio n :
T o ta l t o  be e n ro l le d  in  th e  c l a s s .___________________
T o ta l number o f  c l a s s e s .
Hours w i l l  be u s in g  th e  room.
O ther c l a s s e s  o r  groups t o  be  u s in g  th e  room .____________________________
( i f  i t  i s  devo ted  to  th e  s im u la te d  o f f i c e ,  f a c i l i t i e s  can be s p e c ia l i z e d ;  
i f  m u l t ip le  use  i s  r e q u i r e d ,  d e c is io n s  must in c lu d e  th e  ad ju s tm e n ts  fo r  
t h e  needs o f  o th e r  c l a s s e s . )
Number o f  o f f i c e s  needed .
Number o f  s tu d e n ts  t o  an o f f i c e .
Each u n i t  s e l f - c o n ta in e d  o r  g e n e ra l  work space  n e e d e d .__________________
In fo rm a tio n  ab o u t th e  a r e a s ;
Make d e c is io n s  on th e  b a s i s  o f- .th e  fo llo w in g  v a r ia b le s  and w r i te  o u t p la n s  
f o r  each  a re a ;
A e s th e t i c . —c o l o r s ,  l i g h t ,  s t y l e  o f  a r c h i t e c t u r e ,  d e s ig n ,  e t c .
A e r i a l . — a i r  te m p e ra tu re ’, r a d ia n t  te m p e ra tu re ,  r e l a t i v e  h u m id ity , 
and v e n t i l a t i o n
V is u a l . —th in g s  a f f e c t i n g  ac c u ra c y  in  p e r c e p t io n ,  a t t e n t i o n  to  t a s k s ,  
and speed  o f  perfo rm ance 
S o n ic . —a c o u s t i c a l  re q u ire m e n ts  and sound system
S p a t i a l . —th e  e x te n t  t o  w hich th e  a re a  sh o u ld  be a c c e p ta b le  t o  th e  
o th e r  a re a s  ‘ (Keep in  mind s t a t e  r e g u l a t i o n s . )
Time p r i o r i t y  f a c to r s  in  a re a  developm en t.
L e c tu re  a re a  ( s tu d e n t  s e a t i n g ,  l e c t u r n ,  work t a b l e s ,  p r o je c t io n  eq u ip m en t, 
b u l l e t i n  b o a rd s ,  d o o rs , w indow s, a i s l e s ,  s to r a g e ,  c h a lk b o a rd , m ach ines, 
e l e c t r i c a l  n e e d s , and s p e c ia l  u t i l i t y  n eed s)
L ib ra ry  and p r o je c t  a r e a  ( s h e lv in g ,  work t a b l e ,  c h a i r s ,  d o o rs ,  w indows, 
a i s l e s ,  s to r a g e ,  m achines)
9h
Model o f f i c e  a r e a  (d e sk , c h a i r ,  ty p e w r i t e r ,  f i l i n g ,  te le p h o n e ,  in /o u t  
b a s k e t ,  r e f e r e n c e  a r e a ,  equipm ent o th e r  th a n  t h i s )
T e a c h e r 's  o f f i c e  (d e sk , c h a i r ,  r e f e r e n c e  s h e lv in g ,  te le p h o n e ,  v i s i t o r  
c h a i r ,  f i l e  c a b in e t ,  t a b le s  and b u s in e s s  m ach in es , equipm ent o th e r  th a n  
t h a t  m entioned)
C e n tra l  f i l e  and su p p ly  (p ig eo n  h o le s ,  s h e lv in g ,  f i l e  c a b in e t s ,  c h a i r s ,  
d e sk , w o rk ta b le , ty p e w r i te r )
C e n tra l  d u p l ic a t io n  ( s in k ,  work t a b l e ,  c h a i r s ,  s to r a g e ,  o th e r  equipm ent)
C e n tra l  d a ta  p ro c e s s in g  ( s h e lv in g ,  s to r a g e ,  work t a b l e  a r e a ,  c h a i r s ,  
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GUIDELINE V III -  DEVELOPMENT OF COURSE OUTLINE FOR RELATED LEARNING
G u id e lin e
There i s  a  common body o f  know ledge th a t  must be u n d e rs to o d  in  o rd e r  t o  
have a. sm o o th ly -ru n n in g  s im u la te d  work e x p e r ie n c e  program .
P urpose  and E x p la n a tio n
The n eed s  o f  th e  com m unity, th e  in d iv id u a l  s tu d e n t ,  th e  p o l i c i e s  and 
p ro c e d u re s  o f  th e  s e le c te d  b u s in e s s ( e s ) ,  th e  o r g a n iz a t io n a l  s t r u c t u r e ,  and 
th e  tim e  e lem en ts  f o r  v a r io u s  p h ases  o f  th e  program  have been e s ta b l i s h e d .
Now, i t  sh o u ld  be  e s ta b l i s h e d  w hat s tu d e n ts  need  to  know b e fo re  go ing  in t o  
th e  a c t u a l  work e x p e r ie n c e .
S k i l l s  sh o u ld  be c l a s s i f i e d  in t o  n e c e s s a ry  l e a r n in g ,  in c id e n ta l  l e a r n in g ,  
and  a c q u a in ta n c e s h ip , r e l a t e d  t o  em p lo y m en t-lev e l s k i l l s  and know ledge. The 
item s  t o  be ta u g h t  must th e n  be  o rg a n iz e d  in t o  th e  tim e  a l l o t t e d  in  a  
l o g i c a l  and s p e c i f i c  sequence o f  developm ent.
B a s ic a l ly ,  le a r n in g  w i l l  be d iv id e d  in t o  g e n e ra l background  re v ie w , new 
le a r n in g  developm en t, and s p e c i f i c  o r i e n t a t i o n  t o  th e  s im u la te d  work e x p e r­
ie n c e  p rogram . G en era l o r i e n t a t i o n  w i l l  p ro v id e  th e  n eeded  background  to  be 
s u c c e s s f u l  in  th e  e x p e r ie n c e ,  and th e  s p e c i f i c  o r i e n t a t i o n  w i l l  d e a l 
d i r e c t l y  w ith  how t o  work in  th e  s im u la te d  e x p e r ie n c e .
CHECKLIST 15: COURSE OUTLINE DEVELOPMENT FOR A SIMULATED OFFICE EXPERIENCE
D ir e c t io n s : Complete th e  p r i o r i t y  l i s t i n g  o f  c o n te n t item s t h a t  you f e e l
a r e  most i n ç o r t a n t .  S e t up a  c o u rse  o u t l i n e .  Do t h i s  by  o rg a n iz in g  item s 
in  a  l o g i c a l  seq u en ce , d e v e lo p in g  w ork ing  u n i t s  f o r  each  t o p i c ,  e s t a b l i s h in g  
tim e  s c h e d u le s ,  and p u t t in g  e v e ry th in g  in  w r i t i n g .  T h is l i s t  i s  in  no lo g i c a l  
o r d e r .  T h is i s  t o  g e t  th e  p e rso n  m aking o u t th e  c h e c k l i s t  t o  c o n s id e r  item s 
in d iv id u a l ly  and n o t as a  p a r t  o f  an e s ta b l i s h e d  r e l a t e d  group o f  s tu d y .
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jo b  o p p o r tu n i t ie s  
human r e l a t i o n s  
f in d in g  a  jo b  
ad ju s tm en t t o  jo b  
g e t t in g  ahead  
o f f i c e  e t t i g u e t t e  
ty p e w r i t in g  p ro d u c tio n  
o f f i c e  o rg a n iz a t io n  
m a ilin g  d u t ie s  
f i l i n g
te le p h o n e ,  te le g r a p h
h a n d lin g  c a l l e r s
d u p l ic a t in g
c a s h ie r  d u t ie s
s t a t i s t i c a l  ty p in g
b i l l i n g
p o s t in g
c a l c u l a t i n g ,  ch ec k in g  
m essenger d u t ie s  
p a c k in g , w rapp ing  
p a y r o l l  -  tim e  c a rd s  
p ro o f re a d in g  
s to c k  re c o rd s  
p u rc h a s in g  p ro ced u re  
s a le s  p ro ced u re  
v o ic e  w r i t i n g  equipm ent 
s o c i a l  s e c u r i t y  
in su ra n c e  
p a y r o l l  -  ta x e s  
bookk eep in g , re c o rd s  
la b o r  u n io n s  
wage and h o u r s ta n d a rd s  
e f f e c t iv e  work h a b i t s  
b u d g e tin g
c r e d i t  and management 
r e s p o n s i b i l i t y
sa v in g s  and in v estm en t 
c o n t r a c ts
consum er l e g a l  problem s 
n e g o t ia b le  in s tru m e n ts  
ban k in g
o f f i c e  o rg a n iz a tio n  
o f f i c e  r o u t in e  
jo b  r e l a t i o n s h ip s  
o p e r a t io n a l  c h a r t s  and work flow  
a p t i tu d e  and p e r s o n a l i ty  t e s t s  
p e r s o n a l  appearance 
c l e r i c a l  ty p e w r i t in g  
s k i l l  on e l e c t r i c  ty p e w r i te r  
a d d re s s in g  en v e lo p es  
ty p in g  o f  d i r e c t - p r o c e s s  
m a s te rs  and s t e n c i l s  
r o u ^  d r a f t  and m an u sc rip t 
ty p in g  and o rg a n iz a t io n  
ty p in g  b u s in e s s  form s and p a p e rs  
ty p in g  from  d i r e c t  d i c t a t i o n  
ty p in g  m u l t ip le  carbons 
e r a s in g
m achine t r a n s c r i p t i o n  
ad d ing  machine 
c a l c u la to r
d u p l i c a t in g  p ro c e s s e s  
v e r i f y in g  b i l l s ,  in v o ic e s ,  and 
s ta te m e n ts  
com posing l e t t e r s  
s e l e c t i n g  and ty p in g  form  
l e t t e r s  and f i l l - i n s  
i n t e r o f f i c e  com m unication 
p e r s o n a l i ty  developm ent 
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GUIDELINE IX -  DEVELOPMENT OF MATERIALS FOR THE PROGRAM
G uideline
Development o f  m a te r ia ls  sh o u ld  be c a r e f u l ly  gu ided  by th e  in d iv id u a l  
and group le a rn in g  needs o f  th e  s tu d e n t s .
P urpose and e x p la n a tio n
From th e  a c c u ra te  so u rce  re c o rd s  developed  as a  r e s u l t  o f  th e  b u s in e s s  
su rv e y , a c tu a l  w ork ing  p ap e rs  and p r o je c t s  must now be developed  fo r  u se  
in  c l a s s .  B a s ic a l ly ,  when we speak  o f  m a te r ia ls  in  th e  s im u la te d  program  
we a r e  t a l k i n g  ab o u t fo rm s. The problem s t h a t  a re  in v o lv e d  in c lu d e  d e c is io n  
m aking, o b ta in in g  in fo rm a tio n ,  p e rfo rm in g  d u t i e s  t o  com plete  a  j o b , s e l f ­
r e s e a r c h ,  c r e a t i v i t y ,  and s k i l l .  I t  i s  im p o rta n t n o t  t o  o v e r - d i r e c t  th e  
p ro c e ss  and keep in  mind t h a t  o u tp u t i s  th e  r e s u l t  o f  group e f f o r t  and 
c o o r d in a t io n .
B ecause o f  th e  expense in v o lv e d , form s w i l l  p ro b a b ly  be d u p lic a te d  
r a t h e r  th a n  p r in t e d .  M a te r i a l s ,  i . e . ,  l e t t e r s ,  s e t  o f  b o o k s , e t c . ,  can be 
d ev e lo p ed  in  c o n ju n c tio n  w ith  r e l a t e d  le a r n in g  u n i t s . W hile s tu d e n ts  a re  h e lp ­
in g  t o  s e t  up th e  f i l e  o f  m a te r i a l s ,  th e  te a c h e r  can be making l i s t s  o f  
i n t e r r u p t i o n s ,  ru sh  p r o j e c t s ,  e t c . ,  t o  u se  as  e i t h e r  e v a lu a t io n  o r r e a l i s t i c  
d e v ia t io n s  from  r o u t i n e .  The d a ta  bank w i l l  grow in  volume and accu racy  as 
e x p e r ie n c e  w ith  th e  c l a s s  p r o g r e s s e s .  I t  sh o u ld  ta k e  ap p ro x im ate ly  th r e e  
y e a rs  t o  g e t a  com plete  program  d ev e lo p ed .
F o llo w in g  a re  t h r e e  m ajor app roaches t o  th e  developm ent o f  m a te r ia ls :
1 . The p r o je c t  m ethod. — This a llo w s  fo r  a  c e r t a in  p r o je c t  t o  be com pleted  
in  th e  r e a l i s t i c  w ork ing  s i t u a t i o n .  The s tu d e n t  in  ch arge  o f  p a y r o l l  may be 
g iven  a  s e t  o f  tim e  c a rd s  on Monday m orn ing , must ex te n d  and ta k e  th e  n e c e s s a ry
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p ro c e s s in g  s te p s  t o  d i s t r i b u t e  th e  checks on F r id a y . The s tu d e n t  may have 
t o  r e f e r  t o  o th e r  d ep a rtm en ts  f o r  in fo rm a tio n  and d is p e n s a t io n  o f  in fo rm a tio n . 
G e n e ra l ly ,  i n s t r u c t i o n s ,  r e f e r e n c e  m a te r i a l s ,  and p ro c e d u re s  a re  c l e a r ly  
/ w r i t t e n .  The answ ers a re  tu rn e d  in  f o r  ch eck in g  a t  a  s p e c i f i e d  tim e .
2 .  The s e l f - g e n e r a t in g  o f f i c e . —T his i s  an o u ts ta n d in g  e x p e rie n c e  fo r  
s tu d e n t s .  I t  r e q u i r e s  a  g r e a t  d e a l  o f  o r ig i n a l  p re p a ra t io n  and c a r e f u l  
e v a lu a t io n .  P erhaps i t  i s  th e  most r e a l i s t i c  method and sh o u ld  be developed  
i f  n o t f o r  th e  f i r s t  y e a r  th e  program  i s  in  o p e r a t io n ,  s h o r t ly  t h e r e a f t e r .
An o u ts id e  o f f i c e ,  th e  t e a c h e r ,  o r  a  g e n e ra l o f f i c e  p la n s  th e  in p u ts  f o r  
th e  sy stem . They flow  t o  th e  v a r io u s  d ep artm en ts  t o  be  a c te d  upon by th e  
p ro p e r  s tu d e n ts  in  d e s ig n a te d  p o s i t i o n s .
3 . The " in -b a s k e t"  te c h n iq u e . — The tim e  o f  d ay , d a te ,  and o th e r  c irc u m sta n c e s  
a r e  s t a t e d .  The s tu d e n t  i s  g iv en  a  few , i f  a n y , s p e c ia l  in s t r u c t io n s  on th e  
p rob lem . V arious item s a w a it a c t io n  o f  th e  s e c r e t a r y .  These item s c o n s is t  
o f  some c r i s i s  s i t u a t i o n s  t h a t  sh o u ld  be a t te n d e d  t o  a t  o n ce ; some j u s t  
r o u t i n e ,  and some t h a t  need  to  be  done by a  f u tu r e  t im e .  The s e c r e ta r y  
d e te rm in e s  th e  sequence o f  a c t io n  on th e  item s and e x a c t ly  what a c t io n  i s
t o  be  ta k e n .
CHECKLIST l6 :  DEVELOPIiENT OF MATERIALS
D ire c t io n s  ; Complete th e  c h e c k l i s t  f o r  p la n n in g  p u rp o s e s . Review th e  l i s t  
t o  make s u re  t h a t  a l l  s te p s  n e c e s s a ry  have been ta k e n .  D evelop m a te r ia ls  a t  
t h i s  p o in t  o r  p la n  f o r  i n t e ’g r a t io n  in to  g e n e ra l o r i e n t a t i o n  and r e l a t e d  
le a r n in g  p o r t io n  o f  c l a s s .  Make a  l i s t  to  in c lu d e  w hat i s  n e c e s s a ry . 
C o n tin u a lly  be b u i ld in g  th e  d a ta  b ank .
  L i s t  o f  l e t t e r s  c o v e r in g  a l l  f i l i n g  r u l e s .
  L i s t  o f  l e t t e r s  c o v e r in g  a l l  ty p e s  o f  co rre sp o n d en ce .
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L e t te r s  d ev e lo p ed  a re  r e a l i s t i c .
L i s t  o f  a l l  form s t o  be u sed .
L is t  o f  a l l  fu n c tio n s  t o  be p e rfo rm ed .
Use o f  form s in c lu d e s  a  com prehensive e x p e r ie n c e .
D evelop l i s t  o f  acc o u n ts  p a y a b le .
D evelop l i s t  o f  acco u n ts  r e c e iv a b le .
D evelop in v e n to ry  (raw  m a te r ia ls  and s a le s  and company-owned in v e n to r y ) . 
L i s t  o f  wages s tu d e n ts  w i l l  r e c e iv e .
P r ic e  l i s t s  f o r  raw m a te r ia ls  and m an u fac tu red  goods a n d /o r  s e r v ic e s .  
M a te r ia ls  te rm ed  "em erg en c ies"  o r  " r u s h ."
P r o je c t s  t h a t  must be  com pleted  by th e  end o f  th e  day l i s t e d .
A s e t  d a i ly  ro u t in e  e s ta b l i s h e d .
R e f e r r a l  t o  v a r io u s  d ep artm en ts  has  been  b u i l t  in to  p r o j e c t s .
V ary ing  d eg rees  o f  d e c is io n -m a k in g  a re  b u i l t  i n t o  th e  p r o j e c t s .  
S e l f - g e n e r a t in g  o f f i c e  e x p e r ie n c e s  a re  d ev e lo p ed .
P r o je c t  ta p e s  a r e  d ev eloped  t o  c o v e r a l l  e x p e r ie n c e s  d e s i r a b le .
The in - b a s k e t  te c h n iq u e  i s  t o  be u sed .
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GUIDELINE X -  DEVELOPtffiNT OF POLICIES MD PROCEDURES I4AMUAL 
G u id e lin e
To be an e f f e c t iv e  s im u la te d  o f f i c e  e x p e rie n c e  program , a  d e f i n i t e  
o r g a n iz a t io n a l  s t r u c t u r e  m ust be o u t l in e d  f o r  easy  s tu d e n t  u n d e rs ta n d in g  
and r e f e r e n c e .
P urpose and E x p la n a tio n
In  o rd e r  t o  u n d e rs ta n d  th e  p a r t  each  s tu d e n t p la y s  in  th e  e n t i r e
o r g a n iz a t io n ,  some o v e r a l l  p i c tu r e  must be g iv e n . The P o l i c i e s  and P ro ced u res
Manual w i l l  p ro v id e  r e f e r e n c e  c o v e r in g  w hat i s  ex p e c te d  o f  th e  s tu d e n t and
th e  p ro c e d u re s  he sh o u ld  fo llo w . W ithout t h i s ,  o r g a n iz a t io n a l  chaos co u ld
d e v e lo p ; and th e  t e a c h e r - d i r e c to r  would c o n s ta n t ly  be d e lu g ed  w ith  q u e s t io n s .
B efo re  e n te r in g  th e  a c tu a l  work e x p e r ie n c e ,  th e  s tu d e n ts  must c a r e f u l ly
rev iew  and  u n d e rs ta n d  th e  m anual. T e a c h e r -c la s s  o r i e n t a t i o n  i s  needed .
T h is  w i l l  p ro v id e  some tim e  f o r  q u e s tio n s  and d is c u s s io n  b e fo re  a c tu a l ly  go in g
i n t o  th e  work e x p e r ie n c e . The in fo rm a tio n  flow  sh o u ld  be  f a i r l y  s ta n d a rd iz e d
so  s tu d e n ts  know what i s  go in g  o n . T h e ir  c o n s ta n t  r e f e r r a l  t o  th e  m anual
w i l l  dev e lo p  a  know ledge o f  o f f i c e  p ro c e d u re s .  I t  i s  th e n  up t o  th e
te a c h e r  t o  a llo w  f o r  f l e x i b i l i t y  and p u t  in  e x c e p tio n s  t o  t e s t  th e
s t u d e n t 's  u n d e rs ta n d in g  and d e c is io n -m a k in g  a b i l i t y .
CHECKLIST 17; PLANNING FOR POLICIES AND PROCEDURES MANUAL
D ir e c t io n s : Review th e  c h e c k l i s t  and make comments on d e s i r a b le  i te m s .
W rite  up th e  p o l i c i e s  and p ro c e d u re s  m anual. Review th e  c h e c k l i s t  t o  make 
su re  th e  manual i s  com prehensive and r e a l i s t i c .  W rite  o u t and d u p l ic a te  f o r  
s tu d e n t  o r i e n t a t i o n  t o  th e  p rogram . D iscu ss  in  d e t a i l  a t  s p e c i f i c  o r i e n t a t i o n  
p e r io d  p r i o r  t o  s t a r t i n g  th e  e x p e r ie n c e .
  Com pany(ies) d e s c r ip t io n  p re p a re d .
  Com pany(ies) p o l i c i e s  re g a rd in g  em ployees p re p a re d .
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L is t in g  o f  p ro d u c t o r s e r v ic e s  re n d e re d .
L i s t  o f  number o f  em ployees.
L is t  o f  d e p a r tm e n ts .
F r in g e  b e n e f i t s .
E v a lu a tio n  s c a le .
G rievances and o th e r  em ployee problem s and p r i v i l e g e s , 
O rg a n iz a tio n a l  c h a r t  o f  a l l  p o s i t io n s  a v a i l a b l e .  
O ff ic e  l a y o u t .
D epartm ent l a y o u t .
T ra in in g  s t a t i o n  la y o u t .
Job  d e s o rp tio n  f o r  each  p o s i t i o n .
T ra in in g  p la n  fo r  each  p o s i t i o n .
Job a n a ly s i s  f o r  each  p o s i t i o n .
F lo w ch arts  f o r  each d u ty  t o  be  p erfo rm ed .
Work h a b i t s  and d re s s  a p p r o p r ia te  t o  o f f i c e .
Checked fo r  acc u racy  w ith  a d v is o ry  com m ittee .
B rochure o r  p a n p h le t p roduced  and d i s t r i b u t e d .
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GUIDELINE XI -  SELECTION OF STUDENTS
G uideline
S tu d e n ts  who n eed , w an t, and  can p r o f i t  from  th e  e x p e r ie n c e s  p ro v id ed  
/ sh o u ld  be s e le c te d  fo r  th e  s im u la te d  o f f i c e  e x p e r ie n c e  program .
P urpose and E x p lan a tio n
As a  r e s u l t  o f  p re v io u s  s tu d e n t  su rv e y , t h e  t e a c h e r - d i r e c to r  knows
who i s  i n t e r e s t e d .  S tu d e n ts  have com pleted  t h e i r  g e n e ra l o r i e n t a t i o n
p e r io d  and a re  now b e in g  s e le c te d  f o r  a  p o s i t i o n  in  th e  w orking  e x p e r ie n c e .
The id e a l  s tu d e n t f o r  th e  program  sh o u ld  be em p lo y ab le . H is g rad es  and
a d a p t a b i l i t y  sh o u ld  be good. He sh o u ld  have a  w ide background  o f  s k i l l s
t o  make i t  e a s i e r  t o  p e rfo rm  w e l l .  To be s u c c e s s f u l  a  s tu d e n t sh o u ld
f e e l  s u c c e s s f u l ;  t h e r e f o r e ,  m o tiv a tio n  th ro u g h  i n t e r e s t  and knowing he
can do a  good jo b  i s  h ig h ly  im p o rta n t f o r  good p erfo rm an ce .
CHECKLIST 18: SELECTION OF STUDENTS
D ir e c t io n s : Check th e  item s t h a t  a re  a p p l ic a b le .  W rite  a  p o l ic y  on s tu d e n t  
s e l e c t i o n .  P lan  form s t o  u se  t o  s e l e c t  s tu d e n t s .  S e le c t  s tu d e n t s .  P ro v id e  
f o r  a l t e r n a t e s  i f  d e s i r a b l e .  P ro v id e  c o u n se lin g  on s c h e d u lin g . Have an 
o r i e n t a t i o n  m ee tin g  w ith  s tu d e n ts  and p a r e n t s . P la c e  s tu d e n ts  in  o f f i c e  
r o t a t i o n  sch ed u le  f o r  work e x p e r ie n c e  p o r t io n  o f  th e  c l a s s .
S tu d e n ts  s e le c te d  on th e  b a s i s  o f :
  G rades in  p re v io u s  c o u rse s
  Need f o r  program
  D e s ire  f o r  program
  P r e r e q u i s i t e s  com ple ted
  P e r s o n a l i ty  in v e n to ry
  A p titu d e  o r  p r e - t e s t
  E x p erien ce
  I . Q.
  Schoo l re c o rd s
  D is c ip l in e  re c o rd s
  P e rso n a l in te rv ie w
O th er:
107
A greem ent t o  in c lu d e ;
  R u le s  f o r  a tte n d a n c e
  Work h a b i t s
  D ress  and groom ing
  Make-up work
  A gree t o  a b id e  by p o l i c i e s  o f  s c h o o l and c l a s s
 ___  U nd erstan d  c r e d i t s  t o  be  re c e iv e d
R e p o rts  t o  be  made 
  C o u n se lin g  t o  be  made
  U n d ers tan d  d u t ie s  and r e s p o n s i b i l i t i e s  t o  s c h o o l and c la s s
  R e s p o n s ib i l i ty  o f  p a r e n ts  t o  c o o p e ra te
  R e s p o n s ib i l i ty  o f  s c h o o l t o  p ro v id e  ad eq u a te  t r a i n i n g
  R e s p o n s ib i l i ty  o f  t e a c h e r - d i r e c to r
  E v a lu a tio n  f a c to r s
  S ig ia tu r e  o f  s tu d e n t
  S ig n a tu re  o f  p a re n t
  S ig n a tu re  o f  t e a c h e r - d i r e c to r
O th e r:
In te rv ie w :
By t e a c h e r - d i r e c t o r  
By c o u n s e lo r  
By businessm an  
By o th e r  te a c h e r  
By s tu d e n ts  
A ppearance 
A p p lic a tio n  
P e r s o n a l i ty  
I n t e l l i g e n c e
I ta d e rs te n d in g  o f  th e  program
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GUIDELINE XII -  PUBLIC RELATIONS PROGRAM
G uideline
E f f e c t iv e  p u b lic  r e l a t i o n s  sh o u ld  b e  c a r e f u l ly  p lan n ed  t o  in fo rm  th e  p u b lic  
o f  th e  a d v a n ta g e s , p r i n c i p l e s ,  and g o a ls  o f  th e  program .
P urpose  and E x p la n a tio n
The s im u la te d  program  needs su p p o r t from  th e  sch o o l a d m in is t r a t io n ,
te a c h in g  s t a f f ,  em p lo y ers , p a r e n t s ,  and members o f  th e  community. T his
su p p o r t can be o b ta in e d  th ro u g h  an a c t iv e  in fo rm a tio n  program  d es ig n ed  to
in fo rm  th e s e  g ro u p s . Good p u b lic  r e l a t i o n s  re v o lv e  around  th e  te a c h e r -
d i r e c t o r .  He sh o u ld  be aware o f  t h i s  when making p u b lic  c o n ta c ts  and u t i l i z e
th e  g ra d u a te s  and th e  im m ediate s tu d e n ts  t o  in fo rm  th e  p u b lic  o f  th e  p ro g ram ’s
v a lu e .
A l l  com m unication m edia sh o u ld  be u t i l i z e d .  R e p o r te r s ,  n e w s c a s te r s ,  
f e a tu r e  w r i t e r s ,  and o th e r  p u b lic  in fo rm a tio n  o f f i c i a l s  a re  c o o p e ra tiv e  
i f  p ro p e r  r e p o r t i n g  te c h n iq u e s  a r e  u se d . B u sin ess  p e r i o d i c a l s ,  r e p o r ts  to  
f a c u l ty  and o th e r  i n t e r e s t e d  p e rso n s  th ro u g h  a  w eekly n e w s le t t e r ,  and en d - 
o f - th e - y e a r  r e p o r t ,  and c o n ta c ts  w ith  p a re n ts  w i l l  h e lp  to  b o o s t th e  program  
and a re  e x c e l le n t  v e h ic le s  fo r  p u b l i c i t y .
CHECKLIST 19: PUBLIC RELATIONS
D ire c t io n s :  Complete th e  c h e c k l i s t  m arking where you w ish  to  have in fo rm ­
a t io n  d i r e c te d .  P lan  a  sc h e d u le  o f  a c t i v i t i e s .  Make c o n ta c ts  w ith  news 
m edia and p u b lic  r e l a t i o n s  p e o p le . P lan  an o u t l in e  o f  p u b lic  r e l a t i o n s  
r e l e a s e s .  Follow  good r u le s  o f  jo u rn a l is m . Always t r y  t o  keep  th e  name 
and p u rp o ses  o f  th e  program  b e fo re  th e  p u b l i c .  P lan  a  b ro c h u re  to  g iv e  t o  
i n t e r e s t e d  p a r t i e s  o r  some o th e r  w r i t t e n  m a te r ia l  t h a t  i s  t im e ly .
  T eachers  in  sc h o o l   P a re n ts
A d m in is tra tio n  Schoo l c o u n se lo rs
L ocal b u s in e s s e s ____________________________ ___  Community
S ta t e  and N a tio n a l C lubs ___  Alumni
S ta t e  D epartm ent o f  P u b lic  I n s t r u c t i o n  ___ O th e r :____
110
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GUIDELINE X I I I  -  STUDENT EVALUATION PROCEDURES
G u id e l in e
E v a lu a tio n  i s  im p o rta n t t o  e n a b le  e d u c a to rs  t o  make i n t e l l i g e n t  d e c is io n s  
a b o u t th e  q u a l i ty  and q u a n t i ty  o f  know ledge, s k i l l s , and u n d e rs ta n d in g s  
an in d iv id u a l  p o s s e s s e s .
P u rpose  and E x p la n a tio n
E v a lu a tio n  sh o u ld  be  perfo rm ed  on a  f l e x i b l e  and in d iv id u a l  b a s i s . 
S tu d e n ts  have t o  be gu ided  from  where th e y  a re  upon e n tra n c e  t o  th e  program , 
how th e y  p ro g r e s s ,  and by th e  f i n a l  p ro d u c t .  S e v e ra l ty p e s  o f  e v a lu a t io n ,  
depend ing  on th e  p h ilo so p h y  o f  th e  i n i t i a t o r s  o f  th e  program  and th e  in d iv ­
id u a l  s tu d e n t s ,  sh o u ld  be made. In  a  program  o f  t h i s  n a t u r e ,  s u b je c t iv e  
a p p r a i s a l  o f  in d iv id u a ls  i s  p re d o m in a n t.
The t e a c h e r - d i r e c to r  w i l l  choose th e  e v a lu a t io n  p ro p e r  f o r  each 
le a r n in g  u n i t - p r e s e n te d  in  th e  g e n e ra l  o r i e n t a t i o n  s e c t i o n .  The c h e c k l i s t s  
fo cu s  p r im a r i ly  on th e  e v a lu a t io n  o f  th e  work e x p e r ie n c e ,  b u t  many o f  th e  
te c h n iq u e s  w i l l  ap p ly  t o  b o th  a r e a s .
I t  must be d e c id e d  w hat o u r p r i o r i t i e s  o f  e v a lu a t io n  a re  t o  b e . A 
c e r t a i n  d eg ree  o f  s ta n d a r d iz a t io n  in  any a n a ly s i s  o f  knowledge must be 
m a in ta in e d  to  compare s tu d e n t s .  T h is i s  why th e  u se  o f  a  s e le c te d  c h e c k l i s t  
i s  recommended. Each p e rso n  has t o  be c o n s id e re d  on th e  same p o in ts  i f  a  
c h e c k l i s t  i s  u se d . T echniques o f  e v a lu a t io n  have been so u rc e s  o f  
c o n tro v e rs y  f o r  y e a r s ,  and th e r e  i s  no one b e s t  way t o  be  d ic ta t e d .
P r in c ip le s  t o  c o n s id e r  in c lu d e :  ( l )  th e  c r i t e r i a  must be a  p ro d u c t
o f  th e  in s t r u c t io n ,  (2 ) th e  c r i t e r i a  m ust be g ea red  t o  th e  e x p e c te d  r e s u l t s ,  
(3 )  th e  e x p e c te d  outcom es sh o u ld  be s t a t e d  a t  s e v e r a l  l e v e l s  from  th e  v ery  
g e n e ra l  t o  th e  v e ry  s p e c i f i c ,  (!*) e v a lu a t io n  sh o u ld  be f l e x i b l e  enough to  
encom pass in d iv id u a l  d i f f e r e n c e s ,  and (5 ) d i f f e r e n t  ty p e s  o f  in s tru m e n ts  
sh o u ld  be dev e lo p ed  t o  c o v e r e v a lu a t io n .
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S e v e ra l ty p e s  o f  in s tru m e n ts  in c lu d e :
1 .  S e l f - e v a lu a t io n  -  u s in g  a  p ro g re s s  re c o rd  o r  s e l f - r a t i n g  s h e e t  th e  
s tu d e n t  needs t o  u n d e rs ta n d  h i s  own c a p a b i l i t i e s .
2 .  P e e r— e v a lu a t io n  -  t h i s  a llo w s  th e  s tu d e n t t o  u n d e rs ta n d  how h is  
co -w o rk ers  se e  him  and make c o r r e c t io n s  t o  a ch iev e  th e  b e s t  p o s s ib le  
i n t e r a c t i o n .
3 . T e a c h e r-e v a lu a tio n  -  t h i s  a llo w s  th e  s tu d e n t  t o  be r a te d  by  a  p e rso n  
w ith  knowledge and u n d e rs ta n d in g  o f  th e  t o t a l  e x p e r ie n c e . T his i s  a  
p r o f e s s io n a l  o p in io n .
4 .  s ta n d a rd iz e d  t e s t s  -  e i t h e r  in  p ro d u c tio n  s k i l l s  o r  u n d e rs ta n d in g s  
shows in  an o b je c t iv e  way w hat th e  s tu d e n t  know s.
5 . I n d iv id u a l  p r o je c t s  and group p r o je c t s  t o  show how th e y  work w ith  
o th e r s  t o  accom plish  a  g o a l .
When t o  e v a lu a te  and how t o  e v a lu a te  depends on th e  d e c is io n s  o f  th e  
t e a c h e r - d i r e c to r  and h i s  a d v is o r s .
An o r i e n t a t i o n  o f  th e  e v a lu a t io n  te c h n iq u e s  t o  be u sed  sh o u ld  be
p ro v id e d . E x p la n a tio n  o f  r a t i n g s  sh o u ld  alw ays be made and  r e - l e a r n in g
program s s e t  up . E v a lu a tio n  must b e  c o n tin u o u s , n o t j u s t  a  p o in t - in - t im e
judgm ent.
CHECKLIST 20 : STUDEIfT EVALUATION
D ir e c t io n s : Complete th e  c h e c k l i s t  t o  s e l e c t  a re a s  o f  e v a lu a t io n  t o  s t r e s s .
S e le c t  s p e c i f i c  item s t o  e v a lu a te .  D evelop in s tru m e n ts  around  a re a s  
d e te rm in ed  im p o r ta n t .  D evelop a  p la n  o f  u s e .  P u t th e  program  in t o  p r a c t i c e .  
R ev ise  a s  needed .
G enera l f a c to r s  t o  be  s t r e s s e d :
Q u a li ty  
Q u a n tity  
Ifo d ers tan d in g s  
S k i l l
S u b je c tiv e  e v a lu a tio n  
O b je c tiv e  e v a lu a t io n  
D e f in i te  s ta n d a rd s  
D e c is io n  making 
P e r s o n a l i ty  
D e ta i le d  check 
Random a u d i ts  
T eacher e v a lu a t io n
I n d iv id u a l  e f f e c t iv e n e s s  
Group e f f e c t iv e n e s s  
Answers c o r r e c t  
Method c o r r e c t  
Im m ediate feedback  
C onference 
D e b r ie f in g  p e r io d s  
S e l f - a n a ly s i s  
P o in t sy stem  
Paycheck system  
P ro d u c tio n  t e s t s  
O u ts id e r  e v a lu a t io n
IM derst an d in g s  t e s t  
S u b je c tiv e  sup ­
e r v is io n  
C h e c k lis t  
P ro g re s s  c h a r t  
A ttendance  
Work h a b i t s  
S k i l l s
Weekly a u d i ts  
S p e c i f ic  jo b s  
C lassm ate 
O ther:
S k i l l s  :
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  A ccuracy
  Speed
  Flow o f  work u n d e rs ta n d in g s
  T elephone
  Com pletes jo b s  on tim e  '
 T yping
  F i l i n g
  D u p lic a tin g
B u s in ess  T echn iques;
  D ic ta t io n
  T r a n s c r ip t io n
  C a lc u la t io n
  A dding Machine
  B ookkeeping
  Penm anship
  S p e l l in g
P ro o fre a d in g
Grammar
L e t te r  co m p o sitio n
A rith m e tic
Keypunch
U n it R ecord E quip­
ment o p e ra t io n
Meet p eo p le
Use r e f e r e n c e  m a te r ia l
F o llow s d i r e c t io n s
U nderstands i n s t r u c t io n s
A tte n d s  t o  d e t a i l s
Keeps on th e  jo b
O rgan ized  work
Sense p re se n c e  o f  problem
R ecogn izes n a tu re  o f  p roblem
Makes c o r r e c t  d e c is io n s
J u d ic io u s  u se  o f  equipm ent and s u p p lie s
N eat
  R esp ec ts  o th e rs
  Jobs com pleted  on tim e
  P la n s  ahead
  I n i t i a t i v e  t o  ad ap t t o  new id e a s
  P u b lic  r e l a t i o n s
  Works w e ll  in  a  team
  C o n c e n tra tio n
  A b i l i ty  t o  p la n  and o rg a n iz e
  O bserv ing  o f  s a f e ty  r u le s
  O bserv ing  o f  o f f i c e  r u le s
P e r s o n a l i t y ;
  Takes c r i t i c i s m  _
  A ppearance _
  M anners
 H e a lth  __
  P e rs o n a l h y g ien e  _
  Speech _
  A d a p ta b i l i ty  _
  I n i t i a t i v e  _
  T ac t , _
  C o o p era tio n
In s tru m e n ts  f o r  E v a lu a tio n :
A ccuracy
P u n c tu a l i ty
Judgm ent
R e s p o n s ib i l i ty
D e s ire  t o  do a  good jo b
T ac t
O b se rv a tio n
C o u rte sy
L e a d e rsh ip
In d u s try
C o n f id e n t ia l
L oyal
Sense o f  humor 
O ra l e x p re s s io n  
S e l f - c o n t r o l  
Memory
Time sp e n t in  c l a s s  
Time sp e n t o u t o f  c l a s s  
Jobs done f o r  week 
E r ro r s  made on each jo b
How h an d led  e r r o r s  in  work f o r  a  s t a t e d  p e r io d  
D e s c r ip t io n  o f  new jo b s ,  m ethods, o r  p ro c e s s e s  u sed  f o r  week 
D e s c r ip t io n  o f  problem s would l i k e  more h e lp  w ith  
D e s c r ip tio n  o f  most i n t e r e s t i n g  e x p e r ie n c e  f o r  each  p e r io d  
S u g g es tio n s  f o r  im provem ent o f  work done f o r  p e r io d  
R e la tio n  o f  t h i s  jo b  t o  p re v io u s  jo b s
P e r io d s  w i l l  be r a t i n g  th e  s tu d e n ts :
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GUIDELINE XIV
g u i d e l i n e  X I ^
fo llo w -u p  o f  
s tu d e n ts
im plem ent




GUIDELINE XIV -  PR0GRAI4 EVALUATION
G u id elin e
Only th ro u g h  a  sy stem  o f  c o n s ta n t r e v is io n  and r e v i t a l i z a t i o n  o f  th e  
p rogram , a s  e x e m p lif ie d  in  w r i t t e n  rev iew s and s tu d e n t  fo llo w -u p  s tu d i e s ,  
can th e  program  he m ost e f f e c t i v e .
P urpose and E x p lan a tio n
A program  must be w ell-docum en ted  and p e r io d i c a l ly  rev ie w e d . As
fun d s from  v a r io u s  so u rc e s  a re  in v o lv e d , a  s e r i e s  o f  r e p o r t s  showing
how th e s e  funds a re  u sed  m ust be p re p a re d . D e ta i ls  o f  th e  program
accom panied by a n n e c d o ta l r e c o rd s  w i l l  show changes t h a t  may n eed  to  be
made in  th e  f u tu r e .  S tu d e n ts  on th e  jo b  t h a t  have re c e iv e d  t h i s  ty p e  o f
t r a i n i n g  a re  p e rh ap s  th e  b e s t  d e te rm in e rs  o f  th e  e f f e c t iv e n e s s .  F or t h i s
r e a s o n ,  em phasis i s  p la c e d  on a  fo llo w -u p  s tu d y .
By re v ie w in g  th e  program  and e v a lu a t in g  i t  as a  w hole and by s p e c i f i c s ,
i t  can be  k ep t sound a t  a l l  t im e s . Some o f  th e  item s we w i l l  be lo o k in g
f o r  a re :
1 . S tu d e n t - le a r n e r  a t t a in e d  a c c e p ta b le  o r  b e t t e r  l e v e l  o f  
t e c h n ic a l  background  and h as  a t t a in e d  s k i l l  ad eq u a te  to  
p e rfo rm  in  h i s  chosen t r a d e .
2 .  S tu d e n t - le a r n e r  can u se  re s o u rc e  m a te r ia ls  and  m anuals in  t r a d e .
3 . S tu d e n t - le a m e r  a t t a in e d  a  f e e l in g  o f  d ig n i ty  f o r  work t o  e x te n t
h as  p o t e n t i a l  t o  su cceed  in  chosen o ccu p a tio n  o r  r e l a t e d  occupa­
t i o n s .
U. S tu d e n t - le a m e r  com m unicates w ith  s u p e rv is o r  and  fe llo w  w o rk e rs .
5 . S tu d e n t l e a r n e r  i s  a b le  t o  c o o rd in a te  a c t i v i t i e s .
6 . S tu d e n t - le a r n e r  i s  a b le  t o  p roduce th e  q u a l i ty  work d e s i r e d  in  a
q u a n t i ty  t h a t  m eets s ta n d a rd s  o f  th e  t r a d e .
7 . The k in d s  o f  p e rso n s  a t t r a c t e d  t o  th e  program  w ith  r e s p e c t  t o  
t h e i r  background  and p e r s o n a l  c h a r a c t e r i s t i c s .
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8 . The s ta y in g  power e x e r te d  by th e  program  in  te rm s o f  th e  numbers 
s t a r t i n g ,  th e  numbers f i n i s h i n g  and th e  d i f f e r e n c e s  which can be 
n o te d  re g a rd in g  th e  tw o g ro u p s .
9 .  What happens t o  th e  g ra d u a te s  o f  th e  program  on a  s h o r t  and 
lo n g - te rm  b a s i s .
1 0 . The g e n e ra l e f f e c t iv e n e s s  o f  g ra d u a te s  o f  th e  program  compared 
t o  b e g in n in g  o f f i c e  w orkers p re p a re d  by t r a d i t i o n a l  p rogram s.
1 1 . The a c c e p t a b i l i t y  o f  th e  p ro d u c t t o  th e  em ployer.
1 2 . A sy stem  o f  feed b ack  from  a l l  r e le v a n t  groups a f f e c te d  by th e  
program  w hich w i l l  s e rv e  t o  a s s i s t  in  c o n t in u a l ly  r e f i n i n g  th e  
program .
S h o r t and lo n g -ra n g e  v iew s need  t o  be  o b ta in e d .  I t  w i l l  be up t o  th e  
d i s c r e t i o n  o f  th e  t e a c h e r - d i r e c to r  and f e d e r a l ,  s t a t e ,  and lo c a l  re q u ire m e n ts  
as  t o  how o f te n  and w hat r e p o r t s  n eed  t o  be made. A minimum sh o u ld  be a  
com plete  fo rm al rev iew  e v e ry  f iv e  t o  seven  y e a rs  r e q u i r in g  re su rv e y s  and 
e x te n s iv e  fo llo w -u p . Review c f  th e  program  r e c e iv e s  much more em phasis 
d u r in g  th e  i n i t i a l  y e a r s  th a n  a f t e r  i t  h as  been e s ta b l i s h e d .
CHECKLIST 21: ITEIvIS TO CONSIDER IN PROGRAM EVALUATION
D ir e c t io n s : Com plete th e  c h e c k l i s t  by m arking  item s th a t  a r e  t o  be co n tin u e d
and  th o s e  t h a t  sh o u ld  be r e v i s e d .  Take a p p r o p r ia te  a c t io n  t o  do what i s  
su g g e s te d  in  y o u r e v a lu a t io n  o f  th e  ite m . Complete a  w r i t t e n  r e p o r t  ad d in g  
n o te s  f o r  f u tu r e  r e v i s i o n .  P lan  r e v i s i o n s .  Implement r e v i s i o n s .
S a t i s ­
f a c to r y  R ev ise
    1 .  S t a r t i n g  d a te
    2 .  C lo s in g  d a te
    3 . Length o f  c o u rse
    k .  L i s t  o f  s tu d e n t s ,  g ra d e , age
    5 . Names o f  a d v iso ry  com m ittee and o rg a n iz a tio n s
th e y  r e p r e s e n t
6 .  Number o f  s tu d e n ts
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7 . T o ta l h o u rs  s tu d e n t  in  c l a s s
8 . Breakdown o f  h o u rs  by  v a r io u s  phases  o f  c l a s s
9 . O rg a n iz a tio n  o f  m odel o f f i c e s
10 . Number o f  h o u rs  sp e n t in  c o o rd in a tio n
1 1 . Nuidaer o f  a d v is o ry  com m ittee m eetings
1 2 . C lassroom  f a c i l i t i e s
13 . Surveys
lU . Course o f  s tu d y
15 . Perm anent r e c o rd  m a in ta in e d .
16 . R o ta tio n  sc h ed u le
17 . S tu d e n t and t e a c h e r - d i r e c to r  c o n ta c ts  w ith  b u s in essm en , 
l a b o r ,  o r g a n iz a t io n s ,  and  sc h o o l a d m in is t r a to r s .
18 . R ecru itm en t p ro c e d u re s
19 . G uidance and t e s t i n g
20 . E n ro llm en t s ta n d a rd s
21 . T y p ic a l w eekly  sc h e d u le  o f  s tu d e n t
2 2 . I n s t r u c t i o n a l  p a t t e r n  f o r  pre-em ploym ent t r a i n i n g
2 3 . Q u a l i f i c a t io n s  and p r e p a r a t io n  o f  t e a c h e r - d i r e c to r  
2k .  T y p ic a l w eekly  sc h e d u le  f o r  t e a c h e r - d i r e c to r
2 5 . F a c i l i t i e s  and recommended changes
2 6 . P u b lic  r e l a t i o n s  a c t i v i t i e s
2 7 . A c t iv i ty  pjrogram fo r  c lu b s
2 8 . C iv ic  and o th e r  o rg a n iz a t io n  su p p o rt
2 9 . S upport o f  b u s in e s s
30 . S upport o f  p a r e n ts
31 . S upport o f  a d m in is t r a t io n
32 . S upport o f  f a c u l ty
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    33. A dvantages a n d /o r  d isa d v a n ta g e s  t o  be c o n s id e re d
     3^ . S u p e rv is io n  a v a i la b le
    35. R eg u la r o r  sc h e d u le d  c o n fe re n c e s  w ith  s tu d e n ts
    3 6 . Review o f  s tu d e n t  p ro g re s s  and perform ance
    37 . R ecords
    3 8 . C aree r p o s s i b i l i t i e s  co v ered
    3 9 . O b je c tiv e s  met
    kO. Budget p o l ic y  and r e c e ip t s  and e x p e n d itu re s  acco u n ted  f o r
    U l. I n d iv id u a l  in s t r u c t io n  p ro v id e d
    k2.  S ta n d a rd s  o f  ach ievem ent com parable t o  s ta n d a rd s  o f
b e g in n in g  o f f i c e  w orker
    U3 . C lassroom  i n s t r u c t i o n a l  m a te r ia ls  s u i t a b le
     UU. I n s t r u c t i o n  c a r e f u l ly  p la n n ed  in  advance
    1*5 . I n s t r u c t i o n  in c lu d e s  a  v a r i e ty  o f  te a c h in g  methods
    U6. F u l l  ad v an tag e  i s  ta k e n  o f  community r e s o u rc e s
    It?. T ra in in g  s t a t i o n s  a r e  w e ll  o rg a n iz e d
  '   U8. P ro p e r a t t i t u d e s :  p e r s o n a l i t y ,  r e s p o n s i b i l i t y ,  lo y a l ty
have been  developed
    k9.  F o llow -up  r e c o rd s
CHECKLIST 2 2: REPORTS TO BE MADE
D ire c t io n s  : Check r e p o r t s  n eed  t o  be made. P lan  a  c h a r t  showing th e
p u rp o se , who i t  i s  p re p a re d  b y ,  th e  due d a t e ,  th e  number o f  c o p ie s ,  and 
who r e c e iv e s  th e  r e p o r t .  Get s p e c i f i c  d e t a i l s  f o r  r e p o r t s .  Make r e p o r t s .
Use t o t a l  o f  r e p o r t s  t o  document an o v e r a l l  p i c tu r e  o f  th e  program  as a  
y e a r -e n d  r e p o r t .
  A nnual m ajor r e p o r t  t o  s u p e r in te n d e n t ,  a d v iso ry  co m m ittee , d i r e c to r
o f  v o c a t io n a l  e d u c a t io n ,  c o u n s e lo r ,  d epartm en t h e a d , and s t a t e  s t a f f
  I n i t i a l  e n ro llm e n t showing nam e, s e x , a g e , g rade  l e v e l ,  c a r e e r  o b je c t iv e ,
and ty p e  o f  e x p e rie n c e
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  A nnual c o n t r a c t  t o  j u s t i f y  e x p e n d itu re  o f  p u b lic  fu n d s ; name o f  d i r e c t o r ,
s a l a r y ,  number o f  s tu d e n t s ,  e t c .
  M onthly r e p o r t  o f  e n ro llm e n t t o  a id  in  d e te rm in a tio n  by  s t a t e  s t a f f  o f
th e  amount o f  v o c a t io n a l  t r a i n i n g  b e in g  done
/ __  A nnual r e p o r t  and a p p l ic a t io n  f o r  reim bursem ent
  R epo rt r e q u e s t in g  funds f o r  coming y e a r  and a p p l ic a t io n  f o r  program
  A nnual d e s c r ip t iv e  and s t a t i s t i c a l  r e c o rd s  o f  in d iv id u a l  ach ievem ent
  Surveys
  Equipm ent r e q u e s t s ,  p u rc h a s e s , and r e c o rd  o f  r e p a i r
  L ib ra ry  r e q u e s ts
.__  S u p p lie s  r e q u e s ts
  In v e n to ry
  L i s t  o f  a c t i v i t i e s  in v o lv in g  th e  community
  Club program  r e p o r t
  G raduate  fo llo w -u p
  S tu d e n t s e l e c t io n
O th er:
CHECKLIST 23 : ITEMS FOR FOLLOW-UP STUDY
D ire c t io n s  : Mark th e  ite m s  t h a t  you w ish  t o  u s e .  D evelop th e  fo llo w -u p  
in s tru m e n t.  Conduct th e  s tu d y .  A nalyze th e  r e s u l t s .  Implem ent any changes 
needed  t o  p ro v id e  a  b e t t e r  p rogram .
  Time r e q u ir e d  t o  g e t  f i r s t  f u l l - t im e  jo b
  M ethods u sed  t o  g e t  f i r s t  f u l l - t im e  jo b
  R e la te d n e ss  o f  f i r s t  jo b  t o  co u rse  s ,tu d ied
  I n i t i a l  and te rm in a l  e a m in g s  on jo b s  h e ld
S a t i s f a c t i o n  r a t i n g s  on jo b s  h e ld
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R e la te d n e ss  o f  a l l  jo b s  h e ld  t o  c o u rse  s tu d ie d  
G eographic m o b i l i ty  o f  v o c a t io n a l  g ra d u a te s  
Employment s e c u r i t y  s in c e  g ra d u a tio n  
Em ployer s t a b i l i t y  s in c e  g ra d u a tio n  
E a m in g s  p ro g re s s io n  s in c e  g ra d u a tio n  
Amount and ty p e  o f  p o s t-h ig h  s c h o o l e d u c a tio n  
Amount and ty p e  o f  c o l l e g e - l e v e l  e d u c a tio n  
N o n -v o c a tio n a l m easures r e f l e c t i n g  p e r s o n a l  growth 
S u p e rv is io n  in  s c h o o l ad eq u a te
W ell-rounded  program  o f  l e a r n in g  e x p e r ie n c e s  p ro v id e d  in  sch o o l
C la sse s  t h a t  r e la te d ,  most t o  work
C la sse s  t h a t  d o n 't  r e l a t e  t o  work
Were th e  s im u la te d  e x p e r ie n c e s  " r e a l i s t i c ” ?




^ d e l i n e  XI^ SUPPLEMENTARY
PROGRAMS
d e c id e  ty p e  
o f  program  
needed
s e t  up an i n -  
s e rv ic e  p la n
s e t  up a  
c lu b  program
o rg a n iz e  
s tu d e n ts  t o  
h a n d le  th e  
program
^Sum m ary ^
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GUIDELINE XVI -  SUPPLEMENTARY PROGRAMS
G u id e l in e
To p ro v id e  f o r  in d iv id u a l  d i f f e r e n c e s  and dev e lo p  a  w e ll-ro u n d e d  c i t i z e n ,  
e x t r a  p r o je c t s  and c lu b  o rg a n iz a t io n  may be d ev e lo p ed .
P u rpose  and E x p la n a tio n
In  e s t a b l i s h in g  su p p lem en ta ry  p ro g ram s, e d u c a to rs  r e a l i z e  le a r n in g
ta k e s  p la c e  a t  a l l  t im e s  and in  v a r io u s  fo rm s. Many a re  q u i te  su re  t h a t
more o f te n  th a n  n o t th in g s  le a rn e d  o u ts id e  th e  c la ss ro o m , n o t  p a r t  o f  th e
fo rm al e d u c a t io n ,  make a  l a s t i n g  im p re ss io n  and in f lu e n c e  h a b i t s ,  a t t i t u d e s ,
and f u tu r e  l i f e .  S tu d e n ts  lo v e  t o  b e lo n g  and see  se lf -a c c o m p lish m e n t.
F a c to rs  in v o lv e d  in  p la n n in g  a u x i l i a r y  p r o je c t s  t o  supplem ent c la ss ro o m
le a r n in g  in c lu d e :
th e  d e s i r e  t o  e x c e l
th e  d e s i r e  f o r  g re g a r io u sn e s s  and b e lo n g in g n e ss
s e l f - a s s e r t i o n
enjoym ent
le a d e r s h ip  developm ent
The a p p e a l o f  th e  su p p lem en ta ry  program s i s  p e r s o n a l ,  s t u d e n t - i n t e r e s t  
c e n te r e d ,  th e r e  i s  v e ry  l i t t l e  w r i t t e n  work u n le s s  ch o sen , th e r e  i s  l i t t l e  
g ra d in g  w e i ^ t  ( i f  any) g iv e n , and th e r e  i s  no  i n s t r u c t o r  o r  l i t t l e  
g u id a n c e , so  s tu d e n ts  a re  on t h e i r  own.
S upp lem en tary  program s a re  d e s ig n e d  t o  p ro v id e  added work fo r  f a s t  
s t u d e n t s ,  p e rh ap s  g iv in g  e x t r a  c r e d i t .  The two b a s ic  ty p e s  t o  be d is c u s s e d  
h e re  in c lu d e  in - s e r v i c e  c l i n i c s  and a  c le rk -p ro g ra m -b a se d  c lu b .  A f te r  
re v ie w in g  th e  b r i e f  p r e s e n ta t io n ,  th e  t e a c h e r - d i r e c t o r  may develop  a  
p rog ram , o r  p r e f e r a b ly ,  gu id e  th e  s tu d e n ts  in  d e v e lo p in g  th e  program .
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I n - s e r v ic e  c l i n i c s
C l in ic s  be  c a l le d  a t  r e g u la r ly - s c h e d u le d  tim es  o r when problem s 
o r  a  s p e c ia l  e v e n t may a r i s e .  B u s in e sse s  a re  now co n d u c tin g  th e s e  c l i n i c s  
t o  im prove work a s  problem s a re  d is c u s s e d  and im provem ents su g g e s te d . 
O cc u p a tio n a l gu id an ce  and o th e r  e d u c a tio n  program s can be  p re s e n te d  by th e  
s tu d e n t s .  The s tu d e n ts  can h a n d le  th e  whole p rogram , w hich p ro v id e s  them  
w ith  le a d e r s h ip  and o r g a n iz a t io n a l  t r a i n i n g .  I t  i s  su g g e s te d  t h a t  some 
form  o f  e x t r a  c r e d i t  be  d e v ise d  t h a t  p ro b a b ly  h as  m inor b e a r in g  on th e  
a c tu a l  g ra d e . T h is  i s  an e x c e l le n t  way t o  h a n d le  s tu d e n ts  who f in i s h  
t h e i r  r e g u la r  work e a r l y .
C lubs
C lubs maximize le a r n in g  o p p o r tu n i t i e s ,  expose s tu d e n ts  t o  a  v a r i e ty  o f  
e x p e r ie n c e s ,  dev e lo p  s o c i a l  and le a d e r s h ip  s k i l l s ,  enhance th e  t o t a l  o f f i c e  
e d u c a tio n  p rogram , d ev e lo p  o c c u p a tio n a l u n d e rs ta n d in g s , and p ro v id e  group 
p r o je c t  p la n n in g  and p a r t i c i p a t i o n .  Through th e  c lu b  and in - s e r v ic e  
t r a i n i n g  p ro g ram s, th e  te a c h e r  becomes b e t t e r  a c q u a in te d  w ith  th e  s tu d e n t s ,  
o b ta in s  p u b l i c i t y  th ro u g h  a c t i v i t i e s ,  and  p ro v id e s  an avenue o f  fo llo w -u p  
t h r o u ^  th e  alum ni g roup .
CHAPTER VI
SUMMARY
The m ajor a s p e c ts  o f  p la n n in g , im p le m e n ta tio n , and e v a lu a tio n  o f  a  
s im u la te d  o f f i c e  e x p e rie n c e  program  have been rev ie w e d , and th e  s im u la te d  
o f f i c e  e x p e rie n c e  program  sh o u ld  be e f f e c t i v e l y  in  o p e ra t io n  o r  read y  t o  
s t a r t .  T eachers  and s tu d e n ts  w i l l  f in d  t h i s  method o f  p r e s e n t in g  an o f f i c e  
p r a c t i c e  co u rse  in n o v a tiv e  and ,e f f e c t i v e .  E d u c a to rs , b u s in essm en , and 
community le a d e r s  have been c o n s u lte d  e i t h e r  in  p e rso n  o r  th ro u g h  p r o f e s s io n a l  
l i t e r a t u r e .  F o llo w in g  i s  a  summary c h e c k l i s t  t h a t  in c o rp o ra te s  knowledge 
accum ula ted  w h ile  p re p a r in g  f o r  and w r i t in g  t h i s  t h e s i s :
SUMMARY CHECKLIST OF SIMULATED. OFFICE EXPERIENCE PROGRAM DEVELOPMENT
D ir e c t io n s : Complete th e  c h e c k l i s t  by m arking th e  item s t h a t  have been
c o n s id e re d  and im plem ented . I f  item s a r e  n o t co m p le te d , rev iew  th e  
r e l a t i v e  s e c t io n s  and make p la n s  t o  com plete  them  i f  n eed ed . Item s t h a t  
have been  s t a r r e d  sh o u ld  be in  w r i t i n g .
G u id e lin e  I  -  D e f in i t io n  o f  th e  Problem
G en era l r e f e r e n c e :  (C h ap te r I  pages 1 -2 ,  C hap ter I I  pages 1 9 -2 3 ,
C hap ter I I I  pages 2 5 -3 0 , C h ap te r V pages 5 7 -6 2 , F ig u re  1 page 53 , 
F ig u re  2 page 57 , Appendix page 131 , B ib lio g ra p h y  pages IA6- I 5 1 )
  U nderstand  th e  c h a r a c t e r i s t i c s  o f  th e  p rogram . (C h ap te r I I  pages 1 0 ,
12 , 1 9 , C hap ter IV pages 3 1 -3 7 , C h e c k lis t  1 page 59)
U nderstand  th e  ad v an tag es  and d is a d v a n ta g e s .  (C h ap te r I I  pages 1 9 -2 3 , 
C hap ter IV page 35)
*D eveloped a  w r i t t e n  p h ilo so p h y  f o r  th e  c o u rs e .  (C h ap te r I I  pages 
9 -1 2 )
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  *D eveloped a  w r i t t e n  p u rp o se  f o r  th e  c o u rs e . (C h ap te r I I  pages 9 -1 2 )
  *D eveloped a  w r i t t e n  s e t  o f  o b je c t iv e s  f o r  th e  c o u rs e . (C h ap te r I I
pages 9 -1 2 , C h ap te r IV page 3 ^ , C h e c k lis t  2 page 6 l )
G u id e lin e  I I  -  Schoo l F a c to rs  t o  C onsider
G en era l r e f e r e n c e :  (C h ap te r I I  pages k - 6 .  C hap ter V pages 6 3 -7 3 ,
F ig u re  1 page 53 , F ig u re  3 page 6 3 )
  P la c e d  c o u rse  in  co m p a tib le  s c h o o l c u r r ic u lu m . (C h e c k lis t  3 page 6 7 )
  D eterm ined  c o o p e ra tio n  o f  a d m in is t r a to r s ,  f a c u l t y ,  and s tu d e n t s .
(C h e c k l is t  3 page 6 7 )
  D eterm ined  s tu d e n t  n eed  f o r  th e  program . (C h e c k lis t  3 page 6 7 )
  S e le c te d  p ro p e r  t e a c h e r .  (C h ap te r IV page 36 and C h e c k l is t  7 page 7I )
  *Have w r i t t e n  an a d m in is t r a t iv e  p ro p o s a l and p o l ic y  f o r  a p p ro v a l .
(C h e c k l is t  6 page 69 and A ppendix page 139)
  *D eterm ined i f  s c h o o l p e rs o n n e l re c o rd s  a re  ad eq u a te  and com plete
and d e te rm in e  w r i t t e n  p o l ic y  g o v ern in g  t h e i r  u s e .  (C h e c k lis t  5 
page 68)
  *Put in to  th e  c o u rse  o u t l in e  p r e r e q u i s i t e s ,  g rade  p la c e m e n t, and
c o u rs e  d e s c r ip t io n .  (C h e c k l is t  U page 68 and A ppendix page 135)
G u id e lin e  I I I  -  A dv iso ry  Committee
G en era l r e f e r e n c e :  (C h ap te r V pages 7 3 -7 7 , F ig u re  1 page 53 , F ig u re  4
page 7 3 , C h e c k lis t  8 page 75)
  S e le c te d  a d v iso ry  com m ittee . (C h ap te r IV page 3^ and C hap ter V
pag es 73- 7 6 )
  O r ie n te d  and o rg a n iz e d  a d v is o ry  com m ittee . (C h ap te r V page 75)
  ^D eterm ined  p la n  o f  a c t io n  f o r  a d v iso ry  com m ittee . ( C h ap te r V page 75)
  *Have w r i t t e n  a  p o l ic y  s ta te m e n t g o v ern in g  u se  o f  an a d v iso ry  com m ittee.
(C h ap te r  V page 7 6 )
G u id e liv e  IV -  Community Survey
G eneral r e f e r e n d a :  C h ap te r IV page 31 , C hap ter V pages 7 7 -8 1 ,
F ig u re  1 page 53 , F ig u re  5 page 7 7 , B ib lio g ra p h y  page 152)
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  *Community su rv ey  p o l ic y  e s ta b l i s h e d .  (C h e c k lis t  9 page 79)
  * Q u e s tio n n a ire  and in t r o d u c t io n  p re p a re d . (C h e c k lis t  10 page 80)
  * Q u e s tio n n a ire  and in t r o d u c t io n  im plem ented . (C h e c k lis t  10 page 80)
/ ___  * Q u e s tio n n a ire  a n a ly z e d  and c o n c lu s io n s  draw n. (C h e c k lis t  10 page 8o)
G u id e lin e  V -  O rg a n iz a tio n
G en era l r e f e r e n c e :  (C h ap te r I I  pages 1 9 -2 4 , C hap ter IV pages 31 -37 ,
C hap ter V pages 82 and 8 3 , F ig u re  1 page 53 , F ig u re  6 page 82 , 
B ib lio g ra p h y  page 153)
  D eterm ined  i f  c l e r i c a l  and s e c r e t a r i a l  o f f i c e  p r a c t i c e  s tu d e n ts
w i l l  be in  th e  same c l a s s .  (C h ap te r IV page 32 and C h e c k lis t  11 
page 83)
  D eterm ine i f  h ig h  and lo w - a b i l i t y  s tu d e n ts  s h a l l  be e n r o l le d .
(C h ap te r IV page 37 and C h e c k lis t  11 page 8 3 )
   D eterm ined  how many o f f i c e s  s h a l l  be u se d . (C h ap te r IV page 36
and C h e c k lis t  11 page 8 3 )
  D eterm ined  how many com panies s h a l l  b e  r e p re s e n te d .  (C h ap te r IV
page 36 and C h e c k l is t  11 page 8 3 )
  D eterm ined  how many p o s i t io n s  w ith in  each  o f f i c e .  (C h ap te r IV
page 36 and C h e c k lis t  11 page 8 3 )
  D eterm ined ‘th e  r o t a t i o n  plan<. (C h ap te r IV page 36 and C h e c k l is t  11
page 8 3 )
  *Have w r i t t e n  p o l ic y  s ta te m e n t on o rg a n iz a t io n  o f  p rogram . (C hap ter
IV page 33 and C h e c k l i s t ' l l  page 83)
G u id e lin e  VI -  B u s in e ss  Survey
G en era l r e f e r e n c e :  C hap ter I I  pages 1 2 -1 8 , C hap ter I I I  pages 4 0 -4 9 ,
C hap ter IV pages 38 -4 9 , C h ap te r V pages 8 5 -9 0 , F ig u re  1 page 53 , 
F ig u re  7 page 8 5 i B ib lio g ra p h y  page 152)
  D eterm ined w hat com pany(ies) n eed  t o  be  an a ly z e d  f o r  th e  developm ent
o f  th e  program  and made p ro p e r  c o n ta c t s .  (C h ap te r IV pages 36 ,
38-49 and  C h e c k lis t  13 page 90)
  A nalyzed  th e  com pany(ies) p o l i c i e s  and p ro c e d u re s .  (C hap ter IV
pages 36 , 37-49 and C h e c k lis t  13 page 90)
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 *Compiled com pleted  f lo w c h a r ts ,  n a r r a t i v e s ,  and jo b  in s t r u c t io n
s h e e ts  f o r  a l l  p ro c e d u re s  and p o l i c i e s  u sed  by th e  co ra p a n y (ie s ) . 
C h ap te r IV pages 36 , 3T-U9, C h e c k lis t  12 page 8 8 , C h e c k lis t  13 
page 9 0 )
G u id e lin e  V II -  F a c i l i t i e s ,  E quipm ent, and S u p p lie s
G en era l r e f e r e n c e ;  (C h ap te r V pages 9 1 -9 ^ , F ig u re  1 page 53,
F ig u re  8 page 9 1 , B ib lio g ra p h y  page 152)
  D eterm ined  w hat equipm ent you w ant t o  be in c lu d e d . (C h ap te r IV
page 4 l  and C h e c k l is t  1^ page 93)
  D eterm ined  space  needed  t o  c o n s u l t ,  s tu d y ,  and w ork. (A ppendix
page l k5  and C h e c k lis t  lU page 93)
 *Drawn f lo o r  p la n  and w r i t t e n  up s p e c i f i c a t i o n s .  (A ppendix page ll*5
and C h e c k lis t  lU page 93)
  *O rdered changes in  f a c i l i t i e s . ' (C h e c k lis t  l 4  page 93)
  *O rdered equipm ent n eed ed . (C h ap te r IV page k2 and C h e c k lis t  lU page
93)
  *O rdered s u p p lie s  n eed ed . (C h ap te r IV page k2 and C h e c k lis t  1^ page
93)
 ^A rranged  room f o r  c l a s s .  (C h e c k l is t  lU page 93)
  ^ In v e n to ry . (C h e c k lis t  lU^'^aTge 93-).
G u id e lin e  V II I  -  C on ten t
G en era l r e f e r e n c e :  (C h ap te r V pages 9 5 -9 7 , F ig u re  1 page 53 ,
F ig u re  9 page 95)
  S e le c te d  c o n te n t f o r  g e n e ra l  o r i e n t a t i o n .  ( C hap ter IV page 3^
and C h e c k lis t  15 page 9 6 )
  *Have w r i t t e n  o u t l in e  f o r  c o u rse  c o n te n t .  (A ppendix page 135 and
C h e c k lis t  15 page 9 6 )
  *D eveloped u n i t s  t o  supp lem ent co u rse  o u t l i n e .  (C h ap te r V page 121 ,
C h e c k lis t  15 page 9 6 , C hap ter IV page 37)
  S e le c te d  c o n te n t  f o r  s p e c i f i c  o r i e n t a t i o n .  (C h ap te r IV page 3^
and C h e c k lis t  15 page 9 6 )
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G u id e l in e  IX -  M a t e r ia ls
G enera l r e f e r e n c e :  (C h ap te r I I  pages 19-2U , C hap ter V pages 9 8 -1 0 1 ,
F ig u re  1 page 53» F ig u re  10 page 9 8 , B ib lio g ra p h y  page 153)
  * L is t  o f  r e p r e s e n ta t iv e  co rresp o n d en ce  d ev e lo p ed . (C h e c k lis t  l6
page 100)
  * L is t  o f  r e p r e s e n ta t iv e  form s d ev e lo p ed . ( C h ap te r IV page Uo and
C h e c k lis t  l6  page 100)
* L is t o f
___  * L is t o f
* L is t o f
* L is t o f
* L is t o f
* L is t o f
G u id e lin e X ■
  * F o l ic ie s  and P ro ced u re s  Manual f o r  th e  com pany(ies) in c lu d in g
d e s c r ip t io n  and p o l i c i e s ,  o rg a n iz a t io n  c h a r t ,  jo b  d e s c r ip t io n s ,  
and d e t a i l e d  d i r e c t io n s  t o  be  p u b lis h e d ,  d i s t r i b u t e d ,  and d is c u s s e d  
w ith  s tu d e n t s .  (C h ap te r  I I I  pages 2 5 -3 0 , C hap ter IV pages 38 -k9 , 
C hap ter V pages 102-lOU, ] |ig u re  1̂  page 5 3 , F ig u re  11 page 102, 
C h e c k lis t  17 page 10 3 , and 'A ppend ix  page lU k)
G u id e lin e  XI -  S e le c t  S tu d e n ts
G en era l r e f e r e n c e :  (C h ap te r IV pages 32 , 33 , and 36 , F ig u re  1 page
54 , F ig u re  12 page 10 5 , C h e c k lis t  18 page 106)
  ^ S tu d en ts  f i l e d  a p p l i c a t io n s .  ( C h ap te r V page 106)
 * S tu d en ts  s ig n e d  ag ree m en ts . (C h ap te r V page 106)
  S tu d e n ts  have had  p r iv a t e  in te r v ie w s .  (C h ap te r V page 105)
  ^ O r ie n ta t io n  program  co m p le ted . (C h ap te r V page 105)
  S tu d e n ts  p la c e d  in  t r a i n i n g  s t a t i o n s .  (C h ap te r V page 105)
G u id e lin e  X II -  P u b lic  R e la tio n s
G en era l r e f e r e n c e :  ( C hap ter V pages 109, 110 , F ig u re  1 page 54 ,
F ig u re  13 page 108)
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  D eveloped a  program  o f  p u b l ic  r e l a t i o n s .  (C h e c k lis t  19 page 109)
  *D eveloped a  l i s t  o f  news m edia and p e rs o n n e l in  c h a rg e . (C h e c k lis t
19 page 109)
, G u id e lin e  X III -  S tu d e n t E v a lu a tio n
G en era l r e f e r e n c e :  (C h ap te r V pages 1 1 0 - l l k ,  F ig u re  1 page 5 ^ ,
F ig u re  ih  page 110 , C hap ter IV pages 33 and 36 , B ib lio g ra p h y  page 151)
  ^D eveloped in s tru m e n ts  and re c o rd s  t o  u se  f o r  e v a lu a t io n .  (C h e c k lis t
20 page 11 2 , Appendix page i k l )
  D eveloped a  w e ll-ro u n d e d  p la n  o f  e v a lu a t io n ,  im p le m e n ta tio n , and
a n a ly s i s  o f  s tu d e n t  r e c o r d s .  (C h e c k l is t  20 page 112)
  Used v a r io u s  e v a lu a t io n  m easu re s . ( C hap ter IV page 33 , A ppendix
page lU l ,  C h e c k l is t  20 page 112)
 *P lan  f o r  c o n s ta n t  r e v i s io n  and  .e v a lu a tio n  o f  c o n te n t and p ro ced u re s
a s  re v e a le d  by s tu d e n t  e v a lu a t io n .  (C h ap te r V pages I lk -1 2 0 )
G u id e lin e  XIV -  Program  E v a lu a tio n
G en era l r e f e r e n c e :  C hap ter V pages I lk - 1 2 0 ,  F ig u re  1 page 5k ,
F ig u re  15 page I l k ,  B ib lio g ra p h y  pages lk 6 -1 5 l)
  Reviewed t o t a l  p rogram . (C h e c k lis t  21 page l l 6 )
*Made n e c e s s a ry  r e p o r t s .  { C h e c k lis t  22 page l l 8 )
*Conducted fo llo w -u p  program.. (C h e c k lis t  23 page 119) 
D eveloped and im plem ented needed  ch an g es.
S ta b a l iz e d  p la n s  f o r  th e  coming y e a r .
G u id e lin e  XV -  S upplem entary  Program s
G en era l re fe ren c e -: ( C h ap te r V pages 121-123 , F ig u re  1 page 55 ,
F ig u re  l6  page 121)
  D ecided on su p p lem en ta ry  program s t o  u s e .
  * E s ta b lis h e d  sc h ed u le  f o r  in - s e r v ic e  c l i n i c s  and a s s ig n .
  ^ E s ta b lis h e d  and ' o rg a n iz e d  a  c lu b  program .
P ro v id ed  o n ly  e n o u ^  gu idance to  se e  t h a t  th e  su p p lem en ta ry  program s 
w ere w e ll  h a n d le d .
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The p ro c e d u re  d ev e lo p ed  in  t h i s  s tu d y  p ro v id e s  a  means f o r  th e  
c a r e f u l  developm ent o f  a  p h ilo so p h y  and u n d e rs ta n d in g  o f  th e  s im u la te d  
o f f i c e  e x p e r ie n c e  program  and fo r  th e  c o n s tr u c t io n  o f  a  program  f i t t e d  t o  
th e  needs o f  th e  in d iv id u a l  and th e  p a r t i c u l a r  te a c h in g  s i t u a t i o n .  The 
r e s u l t  sh o u ld  be  a  m ean in g fu l e x p e r ie n c e  in  o f f i c e  e d u c a tio n  f o r  th e  
s tu d e n t .
APPENDIX
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QUESTIONNAIRE ON SIMULATED OFFICE EXPERIENCE PROGRAMS FOR HIGH SCHOOLS
T his q u e s t io n n a ir e  i s  t o  be  com pleted  on th e  b a s i s  o f  y o u r e x p e rie n c e  and 
r e a d in g  in  p ro v id in g  r e a l i s t i c  and v a lu a b le  e d u c a tio n a l  e x p e r ie n c e s  fo r  
h ig h  sc h o o l s tu d e n t s .  The s im u la te d  o f f i c e  program  i s  a  cap s to n e  co u rse  
t o  be p re s e n te d  in  th e  s e n io r  y e a r .
P le a se  f i l l  ou t th e  q u e s tio n s  l i s t e d  below  t o  th e  b e s t  o f  y o u r know ledge, 
u s in g  w h atev e r e d u c a tio n  and e x p e rie n c e  you h av e . I t  would be a p p re c ia te d  
i f  th o u g h t co u ld  be g iven  t o  u t i l i z a t i o n  o f  d a ta  p ro c e s s in g  equ ipm en t, 
so u rc e  m a te r i a l ,  and te c h n iq u e s  in  each  c a te g o ry .
Your id e a s  a re  c o n f id e n t i a l  and s in c e r e ly  a p p r e c ia te d ,  f o r  each p e rso n  
h as  som eth ing  u n iq u e  t o  o f f e r .  A b la n k  s h e e t  i s  a t ta c h e d  f o r  a d d i t io n a l  
s u g g e s t io n s .  In fo rm a tio n  com piled  from  y o u r id e a s  w i l l  be u sed  f o r  t h e s i s  
m a te r ia l .
Name Date
E d u ca tio n  e x p e rie n c e  (y e a rs  co m ple ted ) _______  (m a jo r)
O ff ic e  e x p e r ie n c e  (y e a r s ) _____________ ( ty p e  o f  work)
T each ing  e x p e r ie n c e  (y e a r s )  ________________  (g rad e  l e v e l s )
( s u b je c t s ) ___________________________________________________
( o f f i c e  p r a c t i c e  -  p le a s e  n o te  i f  you had an e x p e r ie n c e  s im i la r  t o  o r  
a  s im u la te d  o f f i c e  program  and any comments you have r e l a t i n g  t o  t h i s .)
A ddress a f t e r  t h i s  q u a r te r  o r  perm anent home a d d re ss
Your r e a c t io n s  t o  th e  need  f o r  a  s tu d y  t o  develop  g u id e l in e s  fo r  e s t a b ­
l i s h i n g  a  s im u la te d  o f f i c e .
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Name__________________________
1 . How would you o rg a n iz e  th e  s im u la te d  o f f i c e  e x p e rie n c e ?
A. How many o f f i c e s ?  1 2  3  U 5 o th e r__________________
B. What ty p e  o f  o f f i c e ( s ) ?
 1 .  One company, d i f f e r e n t  p o s i t io n s  w i th in .
 2 .  D i f f e r e n t  o c c u p a tio n a l  a r e a s ,  s e v e r a l  o f f i c e s .
 __  3 . Use d i f f e r e n t  ty p e s  o f  o c c u p a tio n s  and d i f f e r e n t  o f f i c e
s i t u a t i o n s ,  i . e .  m e d ic a l, one g i r l ;  in s u ra n c e ,  s te n o  p o o l;  
m a n u fa c tu r in g , p o s i t io n s  a c c o rd in g  t o  o r g a n iz a t io n a l  c h a r t ,  
  U. P r a c t i c e  s e t s ,  u s in g  o f f i c e  p ro c e d u re s .
2 .  What s te p s  w ould you a d v ise  a  te a c h e r  t o  ta k e  in  s e t t i n g  up a
com plete  program ?
3. How lo n g  a  tim e  would you e s t im a te  a  te a c h e r  needs t o  e s t a b l i s h  a
program  o f  t h i s  n a tu re  ? What would be th e  b e s t  way t o  g e t t h i s  tim e?
It. What a re a s  o f  d i f f i c u l t y  do you p e rc e iv e  in  s e t t i n g  up a  program ?
5 . Would you e s t a b l i s h  a  c l e r i c a l  and s e c r e t a r i a l  o f f i c e  p r a c t i c e  as 
two s e p a ra te  u n i t s  o r in c o rp o ra te  them  in to  one o f f i c e  p r a c t ic e ?  
Why?
6 . How many s tu d e n ts  would you a s s ig n  t o  th e  t o t a l  c la s s ?  
To each  o f f ic e ?
133
7 . How w ould you a s s ig n  th e  s tu d e n ts ?
  R o ta te  each  s tu d e n t  betw een each  o f f i c e ;  one p o s i t io n  each  o f f i c e .
  R o ta te  each  s tu d e n t  in  each  p o s i t io n  in  each  o f f i c e .
 R o ta te  each  s tu d e n t in  each  p o s i t io n  in  one o f f i c e .
  A ssign  s tu d e n t  t o  one p o s i t i o n  and have in - s e r v ic e  t r a i n i n g  to
o r i e n t  them  t o  t h e  o th e r  j o b s .
  O th e r.
8 . What minimum p r e r e q u i s i t e s  w ould you r e q u ir e ?
9 .  What b a s ic  equipm ent w ould be needed?
1 0 . How w ould you e v a lu a te  th e  o f f i c e  e x p e rie n c e ?
1 1 . Do you f e e l  an a d v is o ry  com m ittee would be v a lu a b le ?
1 2 . What le n g th  o f  tim e would you d ev o te  t o  th e  program ?
  g e n e ra l  o r i e n t a t i o n
  s p e c i f i c  o r i e n t a t i o n
  a c t u a l  work e x p e r ie n c e
1 3 . What w ould b e  y o u r o b je c t iv e s  in  a  c l a s s  o f  t h i s  n a tu re ?
lU . What a re  th e  ad v an tag es  and d isa d v a n ta g e s  com paring th e  s im u la te d
o f f i c e  e x p e r ie n c e  w ith  c o o p e ra tiv e  work e x p e r ie n c e , work e x p e r ie n c e , 
and a  s t r u c tu r e d  c la ss ro o m  o f f i c e  p r a c t ic e ?
15 . What o c c u p a tio n a l  a re a s  sh o u ld  be covered?
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1 6 , Do you f e e l  o c c u p a tio n a l a re a s  co v ered  sh o u ld  c o r r e l a t e  w ith  a  
s tu d y  o f  th e  o f f i c e  open ings in  th e  p a r t i c u l a r  a re a ? ____________
1 7 . What e d u c a t io n a l  e x p e r ie n c e s  a r e  common t o  a l l  p o s i t io n s ?
1 8 . What does a  te a c h e r  need  to  u n d e rs ta n d  b e fo re  a t te m p tin g  a  program  
o f  t h i s  n a tu re ?
1 9 . What comments do you have r e l a t i n g  t o  e n r o l l i n g  low and h ig h -  
a b i l i t y  s tu d e n ts  in  th e  same c la s s ?
2 0 , Do you th in k  a  fo llo w -u p  o f  s tu d e n ts  i s  needed?
2 1 . Do y o u  th in k  th e  in fo rm a tio n  flow  sh o u ld  be r i g i d l y  e s ta b l i s h e d  
u s in g  f lo w c h a r ts ,  o r  f l e x i b l e  u s in g  a  b a s ic  flow  b u t th e  te a c h e r  
i n t e r j e c t i n g  a  number o f  e x c e p tio n s ?
2 2 . How do you f e e l  a b o u t s e t t i n g  a  c e r t a in  p e r io d  a s id e  a t  a  p r e ­
announced tim e  f o r  i n - s e r v ic e  m eetings t o  c o v e r such th in g s  as  
groom ing, a t t i t u d e  developm en t, and o c c u p a tio n a l  gu idance?




S ta tem en t o f  th e  Problem
To dev e lo p  a  r e a l i s t i c ,  c h a l le n g in g ,  and com prehensive la b o ra to r y  
e x p e r ie n c e  fo r  s tu d e n ts  in  o f f i c e  e d u c a tio n  t h a t  w i l l  f u l f i l l  t h e i r  
in d iv id u a l  needs in  o b ta in in g  th e  s k i l l s  and  u n d e rs ta n d in g s  n e c e s s a ry  
t o  be s u c c e s s fu l  a t  th e  e n t ry  l e v e l  o f  o f f i c e  o c c u p a tio n s .
P h ilo so p h y
The co u rse  w i l l  t r a n s m i t  th e  c u l t u r a l  h e r i t a g e  o f  o u r way o f  l i f e ,  
in p ro v e  th e  s o c i a l  s t r u c t u r e  o f  th e  env ironm ent in  w hich p eo p le  l i v e  and 
w ork , and p ro v id e  f o r  th e  in d iv id u a l  need s o f  th e  p eo p le  who l i v e  in  
ou r d em o cra tic  s o c ie t y .  V o c a tio n a l e d u c a tio n  p re su p p o ses  t h a t  th e  s tu d e n t  
i s  p r im a r i ly  d i r e c te d  to  o c c u p a tio n a l p r e p a r a t io n .  P re p a ra t io n  w i l l  
in v o lv e  th e  a t t i t u d e s ,  u n d e r s ta n d in g s ,  and s k i l l s  w hich w i l l  e n a b le  th e  
s tu d e n t  t o  a d ju s t  more a d e q u a te ly  t o  th e  d u t ie s  and r e s p o n s i b i l i t i e s  
o f  an e t h i c a l  c i t i z e n  and w orker in  h i s  chosen f i e l d .  The b u s in e s s  
o f f i c e  o c c u p a tio n a l  program  i s  d i r e c te d  t o  one p rim ary  g o a l ,  g a in fu l  
employment as an o f f i c e  w o rk er. A s im u la te d  o f f i c e  e x p e r ie n c e  program  
w i l l  p ro v id e  th e  ad eq u a te  know ledge fo r  d e c is io n  making and use  o f  
s p e c i f i c  forms and equipm ent t o  p ro v id e  o c c u p a tio n a l gu idance and s k i l l s  
n e c e s s a ry  b e fo re  e n te r in g  th e  jo b .
P urpose
The p u rp o se  o f  th e  s im u la te d  o f f i c e  e x p e r ie n c e  program  i s  t o  p ro v id e
an u n d e rs ta n d in g  o f  th e  re q u ire m e n ts  o f  w ork ing  w ith  o th e rs  in  an o f f i c e ,
th e  im portance  o f  a cc u racy  and n e a tn e s s  as i t  r e l a t e s  t o  a  sequence o f  
a c t i v i t i e s  in  o f f i c e  work and  th e  s ta n d a rd s  o f  p ro d u c tio n  re q u ire d  to  
keep  th e  flow  o f  work e f f i c i e n t  and sm ooth. I t  i s  th e  p u rp o se  t o  t r a n s m it  
c r e a t iv e  and in n o v a tiv e  o f f i c e  p ro c e d u re s  from  th e  r e a l  w o rld  o f  b u s in e s s  
t o  th e  l e a r n in g  s i t u a t i o n  o f  th e  s c h o o l t o  b r id g e  th e  gap betw een sc h o o l 
and th e  w orld  o f  w ork. I t  i s  th e  p u rpose  t o  g iv e  e v e ry  s tu d e n t an o p p o r tu n i ty
t o  be  s u c c e s s f u l  a t  h i s  maximum l e v e l  o f  e f f i c i e n c y .  I t  i s  th e  p u rp o se  t o
r e p l i c a t e  o f f i c e  ta s k s  o f  th e  b u s in e s s  w o rld —s t r u c t u r e ,  c o n c e p ts ,  v i t a l i t y ,  
and dynam ics.
O b je c tiv e s
The s im u la te d  o f f i c e  e x p e r ie n c e  program  sh o u ld  be e s ta b l i s h e d  to  
p ro v id e  f o r  each  s tu d e n t  l e a r n e r  in  th e  c l a s s  an o p p o r tu n i ty  f o r :
1 .  D evelopm ent o f  s o p h i s t i c a t i o n s  w ith  re g a rd  to  employment t h a t  a re
com parable t o  th o s e  w hich would be developed  in  a  c o o p e ra tiv e  e d u c a tio n  
program  o r an o n - th e - jo b  t r a i n i n g  program .
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2 . D evelopm ent o f  s e l f - d i r e c t i o n  in  th e  perfo rm ance o f  o f f i c e  t a s k s .
3 . Developm ent o f  i n i t i a t i v e  and a  se n se  o f  r e s p o n s i b i l i t y  f o r  t h e
q u a l i ty  and q u a n t i ty  o f  p ro d u c tio n .
1». U n d ers tan d in g  o f  th e  r e l a t i o n s h ip  among d i f f e r e n t  work s t a t i o n s  
in  an o r g a n iz a t io n — an u n d e rs ta n d in g  o f  th e  flow  o f  w ork.
5 . F u r th e r  developm ent o f  th e  s k i l l s  and know ledges p re v io u s ly  le a rn e d
t o  o c c u p a tio n a l s ta n d a rd s .
6 . D evelopm ent o f  an u n d e rs ta n d in g  o f  th e  o c c u p a tio n s  which e x i s t  and
th e  employment re q u ire m e n ts  f o r  th e s e  o c c u p a tio n s .
7 . Developm ent o f  an u n d e rs ta n d in g  o f  th e  b u s in e s s e s  o f  th e  community
and t h e i r  r e l a t i o n s h i p  t o  each  o th e r .
8 . Development o f  th e  a b i l i t y  t o  work h a rm o n io u sly  w ith  o th e r s — 
developm ent o f  e f f e c t i v e  human r e l a t i o n s h i p s .
9 .  F u r th e r  developm ent o f  e f f i c i e n t  work h a b i t s .
1 0 . D evelopm ent o f  know ledge about and s k i l l  in  p e rfo rm in g  v a r io u s  
o f f i c e  t a s k s .
1 1 . Developm ent o f  knowledge abou t and s k i l l  in  u s in g  such  documents
a s  f lo w c h a r ts ,  o f f i c e  m an u a ls , p ro ced u re  m an u a ls , and o r g a n iz a t io n a l
c h a r t s .
1 2 . R efinem ent o f  know ledges and s k i l l s  a c c o rd in g  t o  in d iv id u a l  needs 
( re m e d ia l i n s t r u c t i o n ,  e t c . )
13 . D evelopm ent o f  c a p a b i l i t y  t o  s e c u re  em ploym ent, t o  m a in ta in  
em ploym ent, and to  advance in  em ploym ent.
Grade P lacem ent
Grade tw e lv e . Each s tu d e n t  s h a l l  be so  p la c e d  in  th e  sequence o f  
b u s in e s s  and o f f i c e  e d u c a tio n  c o u rse s  t h a t  th e  s tu d e n t  e n te r s  employment 
d i r e c t l y  from  th e  s im u la te d  o f f i c e  e x p e r ie n c e ;  t h i s  means j u s t  p r i o r  t o  
g ra d u a tio n  o r  t o  le a v in g  sc h o o l t o  e n t e r  upon a  b u s in e s s  o f f i c e  c a r e e r .
P r e r e q u is i t e s
1 . Have f u l f i l l e d  a l l  p r e r e q u i s i t e s  f o r  th e  co u rse  ( ty p in g  I  and I I )  w ith  
a  ”C" mark o r  above. D e s ira b le  p r e r e q u i s i t e s  w i l l  be  bookkeep ing  and 
g e n e ra l  b u s in e s s .
2 .  Have a b i l i t y  t o  p r o f i t  by  th e  i n s t r u c t io n  and p o s se s s  th e  p e rs o n a l 
q u a l i f i c a t i o n s  r e q u ir e d  f o r  employment in  th e  ty p e  o f  work fo r  which 
th e  t r a i n i n g  i s  o f f e r e d .
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3 . Have i d e n t i f i e d  a  c a r e e r  o b je c t iv e  f o r  w hich th e  s im u la te d  o f f i c e
e x p e r ie n c e  program  w i l l  be an e s s e n t i a l  p a r t  o f  th e  t o t a l  p r e p a r a t io n .
U. Have th e  p e r s o n a l  c h a r a c t e r i s t i c s ,  know ledge, and s k i l l s  th e  te a c h e r -  
d i r e c t o r  deems im p o rta n t f o r  su c c e ss  in  th e  program .
C ourse D e s c r ip t io n
The co u rse  i s  a  c a p s to n e  co u rse  d e s ig n e d  f o r  f i n a l  p r e p a ra t io n  o f  
s tu d e n ts  b e fo re  e n te r in g  an o f f i c e  o c c u p a tio n . I t  i s  composed o f  a  
s e r i e s  o f  c la ss ro o m  u n i t s  d e s ig n e d  to  supplem ent any knowledge n o t a l re a d y  
c l e a r l y  u n d e rs to o d  o r  t o  in tro d u c e  m a te r ia l  n o t p re s e n te d  in  th e  p re v io u s  
sequence o f  c o u rse s  t h a t  i s  n e c e s s a ry  f o r  su c c e ss  in  th e  s im u la te d  o f f i c e  
e x p e r ie n c e  program . Each s tu d e n t  in  th e  s im u la te d  o f f i c e  e x p e rie n c e  program  
w i l l  be  a s s ig n e d  t o  th e  perfo rm ance  o f  a  v a r i e ty  o f  m ajor ta s k s  o f  w hich 
th e  o f f i c e  o c c u p a tio n  fo r  w hich he i s  p re p a r in g  i s  com prised .
Time R equirem ent and O rg a n iz a tio n
A pprox im ately  500 m inu tes a  week w ith  a t  l e a s t  a  minimum o f  one 
se m e s te r  in  a  r e l a t e d  le a r n in g  program  and one se m e s te r  in  a  s u p e rv is e d  
work e x p e r ie n c e  sh o u ld  be p ro v id e d .
S e le c te d  b u s in e s s  o f f i c e  e d u c a tio n  s tu d e n ts  w i l l  p a r t i c i p a t e  in  a  
p e r io d  o f  g e n e ra l  o r i e n t a t i o n  c o n s i s t in g  o f  e ig h t  w eeks, s p e c i f i c  
o rie n ta tic H i t o  th e  s im u la te d  program  f o r  one w eek, and s im u la te d  e x p e rie n c e  
r e l a t e d  le a r n in g  f o r  te n  w eeks. The work e x p e r ie n c e  would be  f o r  one 
se m e s te r .
S tu d e n ts  w i l l  be w orking  f o r  th e  ACE M an u fac tu rin g  Company c o n s is t in g  
o f  fo u r  s e p a r a te  o f f i c e  d iv i s i o n s .  F ive  s tu d e n ts  w i l l  be a s s ig n e d  to  
p o s i t io n s  w ith in  each  o f  th e  fo u r  o f f i c e s  and r o ta t e d  among o f f i c e s  
a f t e r  s a t i s f a c t o r y  co m p le tio n  o f  work f o r  a  p e r io d  o f  fo u r  weeks in  each 
o f f i c e .  O r ie n ta t io n  and an u n d e rs ta n d in g  o f  th e  o th e r  p o s i t io n s  in  th e  
o f f i c e  w i l l  be p ro v id e d  by fe llo w  w orkers  and th e  t e a c h e r - d i r e c to r .
Two weeks o f  f l e x i b l e  tim e  i s  p ro v id e d  f o r  in - s e r v ic e  t r a i n i n g  m eetings 
and e v a lu a t io n .
E n ro llm en t
A maximum o f  25 s tu d e n ts  sh o u ld  be  e n r o l l e d  p e r  c o n se c u tiv e  tw o-hour 
c l a s s  p e r io d .  C le r i c a l  and s e c r e t a r i a l  s tu d e n ts  w i l l  be e n r o l le d  in  th e  
same c l a s s . S tu d e n ts  o f  v a ry in g  a b i l i t i e s  w i l l  be e n r o l l e d  in  th e  same 
c l a s s .
C re d it
One u n i t  w i l l  be re c e iv e d  f o r  s u c c e s s f u l  com ple tion  o f  one y e a r .
138
Course O utline
G en era l O r ie n ta t io n
T o d ay 's  o f f i c e  w orker 
P e rs o n a l e f f e c t iv e n e s s  on th e  job  
B u s in ess  p ro c e d u re s  and flow  diagram s 
I n t r o d u c t io n  to  d a ta  p ro c e s s in g  
F i l i n g
Telephone and r e c e p t io n
H and ling  m a il
W rit in g  b u s in e s s  l e t t e r s
O ff ic e  equipm ent and s u p p lie s
B u sin ess  p a p e rs  and forms
B ookkeeping and g e n e ra l  b u s in e s s  rev iew
L egal a s p e c ts  o f  c o n d u c tin g  a  b u s in e s s
Economic a s p e c ts  o f  co n d u c tin g  a  b u s in e s s
A r o t a t e d  rev iew  o f  ty p in g ,  o f f i c e  m ach in es , d u p l ic a t in g  m ethods, 
and d ic ta p h o n e /sh o r th a n d
*A g e n e ra l know ledge o f  th e  above i s  n e ed e d , b eca u se  th e  
s im u la te d  work e x p e rie n c e  w i l l  p ro v id e  r e le a r n in g  and 
re in fo rc e m e n t o f  l e a r n in g .
S p e c i f ic  O r ie n ta t io n
A pply ing  f o r  job
A cq u a in tan cesh ip  w ith  P o l ic ie s  and P ro ced u res  Manual 
A cq u a in ta n c e sh ip  w ith  r e f e r e n c e  books a v a i la b le  
Development o f  o f f i c e  ro u t in e  
Developm ent o f  o f f i c e  human r e l a t i o n s  
Development o f  work h a b i t s
E v a lu a tio n  and o th e r  r u le s  and r e g u la t io n s  o f  th e  program  
S im u la ted  O ff ic e  E x p erien ce  Program  
E v a lu a tio n
Minimum s ta n d a rd s  sh o u ld  be s e t  in  acco rd an ce  w ith  employment 
s ta n d a rd s  f o r  i n i t i a l  employment in  th e  l o c a l  a r e a  o r  in  th e  a re a  in  
which t h e  s tu d e n t seek s  em ploym ent. Weekly p ro g re s s  c h a r t s  w i l l  be 
handed in  a t  th e  end o f  each g ra d in g  p e r io d .  I n d iv id u a l  co n fe re n c e s  
w i l l  be  h e ld  a f t e r  s e l f - a n a l y s i s , c la ssm a te  a n a l y s i s ,  and  te a c h e r  
a n a ly s i s  h as  been  co m p le ted . A s ta n d a rd iz e d  t e s t  w i l l  be g iven  upon 
co m p le tio n  o f  th e  program .
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SAMPLE OUTLINE -  ADMINISTRATIVE POLICIES CONCERNING THE SIMULATED 
OFFICE EXPERIENCE PROGRAM AT HIGH SCHOOL
I .  O b je c tiv e s  and p u rp o ses  o f  program .
I I .  P ro v is io n s  f o r  s u p e rv is io n  and a d m in is tr a t io n  o f  th e  program .
(A d e s c r ip t io n  o f  p e rs o n n e l in v o lv e d , l i n e  and s t a f f  r e s p o n s i b i l i t i e s ,
and p ro v is io n s  f o r  s u p e rv is io n  sh o u ld  be in c lu d e d . An o r g a n iz a t io n a l
c h a r t  o f  v o c a t io n a l  e d u c a tio n  program  sh o u ld  be su b m itte d  i f  n e c e s s a r y .)
I I I .  D u tie s  o f  t e a c h e r - d i r e c t o r .
A. T each in g .
1 . N o n -v o c a tio n a l.
2 .  P re -p la n n in g .
3 . R e la te d  i n s t r u c t i o n .
B. D ir e c t in g .
1 . S im u la te d  o f f i c e  e x p e r ie n c e .
2 . Club program .
IV . P ro v is io n s  f o r  an ex ten d ed  c o n t r a c t  o r  r e le a s e d  tim e  f o r  d i r e c t o r .
V. Program  o f  i n s t r u c t i o n .
A. C on ten t o f  g e n e ra l i n s t r u c t i o n .
B. C on ten t o f  work e x p e r ie n c e  program .
1 . P o l i c i e s  and P ro ced u re s  M anual.
2 . I n - s e r v ic e  t r a i n i n g .
C. D esc rib e  p ro ced u re  u sed  to  a s s u re  t h a t  th e  n a tu re  and c o n te n t  o f  
i n s t r u c t i o n  a re  b a se d  on o c c u p a tio n a l  n e e d s ,
V I. Program  o f  o f f i c e  e x p e r ie n c e  t r a i n i n g  u s in g  s im u la t io n .
A. D esc rib e  c r i t e r i a  f o r  s e l e c t i n g  s t u d e n t s .
B. D esc rib e  c r i t e r i a  f o r  p lacem en t o f  s tu d e n ts  and r o t a t i o n  s c h e d u le .
C. D esc rib e  p ro c e d u re s  u sed  to  in s u re  t h a t  a  maximum o f  c la s s
tim e  w i l l  be u sed  in - t h e  s im u la te d  work e x p e r ie n c e  program .
D. D esc rib e  p ro c e d u re s  u sed  to  in s u r e  a  w e ll- ro u n d e d  program  o f
s im u la te d  t r a i n i n g .
V. E n ro llm en t in  th e  p rogram , ( in c lu d e  who may e n r o l l ,  th e  s c h e d u lin g , 
and th e  number t h a t  sh o u ld  be maximum, e t c . )
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V I I I .  P ro v is io n  f o r  th e  l o c a l  c lu h  program .
IX . P ro v is io n  f o r  f a c i l i t i e s  and equ ipm ent,
(D esc rib e  c la ss ro o m  and o th e r  f a c i l i t i e s ,  eq u ip m en t, and s u p p lie s  
a v a i l a b l e ,  and b r i e f l y  o u t l in e  p la n s  f o r  t h e i r  u s e .  I f  now c o n s id e re d  
in a d e q u a te ,  d e s c r ib e  p la n s  f o r  im provem ent.)
X. P ro v is io n  f o r  a d v iso ry  com m ittee .
A.  S e le c t io n  p ro c e d u re s .
B. G enera l d u t ie s  and r e s p o n s i b i l i t i e s .
X I. P ro ced u res  f o r  su rv ey s  and fo llo w -u p  s t u d i e s .
X II . P ro ced u res  f o r  l o c a l  e v a lu a t io n .
A.  C lassroom  i n s t r u c t i o n .
B. S im u la ted  o f f i c e  e x p é r ie n c e .
C. E n t i r e  c la ss ro o m  program .
X I I I .  P ro v is io n s  fo r  f u r th e r  t r a i n i n g  o f  t e a c h e r - d i r e c to r .
XIV. P ro v is io n s  fo r  p u b l ic  r e l a t i o n s  and u se  o f  sp e a k e rs  and f i e l d
t r i p s  as r e s o u rc e s .
XV. R e p o r ts .
(D e s c r ib e .p ro v is io n s  for- p e r io d ic  s t a t i s t i c a l  and d e s c r ip t iv e  
r e p o r t s  o f  a c t i v i t i e s  b y ^ th e  t e a c h e r - d i r e c to r  w hich a re  p re p a re d
f o r  th e  a d m in is t r a t io n ,  im provem ent o f  th e  program , and th e  s t a t e
and  n a t io n a l  s u p e r v i s o r s . )
XVI. P ro v is io n s  f o r  a p p l ic a t io n  f o r  F e d e ra l fu n d s .
(D esc rib e  app roach  to  be  u sed  in  o b ta in in g  funds f o r  th e  developm ent 
and en la rg em en t o f  th e  p ro g ra m .)
X V II. Form s.
( Submit one copy, o f  each  o f  th e  v a r io u s  form s u sed  by th e  p rogram , 
such  a s  a p p l ic a t io n  f o r  a d m itta n c e , e v a lu a t io n  fo rm s, a g ree m en ts , 
s c h e d u le  o f  e x p e r ie n c e s , ' su rv ey  fo rm s, e t c . )
X V III. R e s p o n s ib i l i t i e s .
A.  S ch o o l.
B. V o c a tio n a l D iv is io n  o f  S ta te  D epartm ent o f  P u b lic  I n s t r u c t i o n .
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A SAMPLE FORM -  ESSAY TO WRITE BEFORE CHANGING JOBS 
The O ff ic e  in  Which You Work
1 . D esc rib e  in  g e n e ra l  th e  ty p e  o f  b u s in e s s  f irm  in  w hich you a re  
eu ^ lo y ed  and th e  s e r v ic e  o r  commodity in  w hich i t  d e a l s .
2 .  E x p la in  b r i e f l y  th e  m ajo r f u n c t io n ( s )  w hich you r o f f i c e  perfo rm s 
in  su p p o r t o f  th e  t o t a l  b u s in e s s  o p e r a t io n .
3 . In  w hich o f  th e  above fu n c tio n s  a r e  you w orking  and t r a in in g ?  
D efine  y o u r p o s i t io n  and g iv e  y o u r jo b  t i t l e .
Ù. D esc rib e  in  some d e t a i l  y o u r m ajo r ta s k s  and r e s p o n s i b i l i t i e s  in  
t h e  d a y - to -d a y  p erfo rm ance  o f  y o u r d u t i e s .  L i s t  y o u r d a i ly  r o u t in e  
and t e l l  o f  some o f  th e  e x c e p tio n s  t h a t  come up.
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5 . There a re  v a r io u s  k in d s  o f  ty p e d  m a te r ia ls  p roduced  in  o f f i c e s ,  i . e . ,  
l e t t e r s ,  m a n u s c r ip ts ,  fo rm s, c a r d s ,  memos, e t c .  What k in d  o f  ty p e d  
m a te r ia ls  a r e  p re p a re d  by you in  y o u r p r e s e n t  p o s i t io n ?  What 
p o r t io n  o f  th e  av erag e  day do you d ev o te  t o  ty p in g ?
6 . What a re  th e  jo b  com petenc ies in  ta k in g  d i c t a t i o n  and t r a n s c r i p t i o n  
r e q u ir e d  in  y o u r p o s i t io n ?  How much tim e  do you d ev o te  t o  t h i s  each 
day?
7 . What s k i l l s  does th e  f i l i n g  done in  y o u r p o s i t io n  r e q u i r e ,  o th e r  th a n  
knowing th e  a lp h a b e t?  D esc rib e  th e  f i l i n g  sy stem  u sed  in  y o u r jo b  
and e x p la in  why i t  i s  d e s ig n ed  as i t  i s .
I s  re c o rd s  management an i n t e g r a l  p a r t  o f  th e  o f f i c e  o r  f irm  where 
you a re  w orking? Does y o u r work c o n t r ib u te  t o  th e  re c o rd s  management 
program ? How?
9 . The v e r i f i c a t i o n  o f  f ig u r e s  and w r i t t e n  m a te r ia ls  i s  o f  g re a t  im portance  
in  a l l  o f f i c e s .  D esc rib e  in  d e t a i l  th e  e x te n t  t o  w hich you a re  
re q u ir e d  t o  v e r i f y  e i t h e r  y o u r own work a ss ig n m en ts  o r  th o se  p re p a re d  
o r  p a r t i a l l y  p re p a re d  by someone e l s e .
1 0 . What o f f i c e  m achines do ypu  u se?  
o f f i c e  m achines?
What a r e  th e  main jo b s  you do u s in g
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1 1 . How can y o u r p r e s e n t  p o s i t i o n  be in ç ro v e d ?
12. E x p la in  y o u r in d iv id u a l  p ro g re s s  s in c e  s t a r t i n g  t h i s  p o s i t io n .
13 . What p re v io u s  le a r n in g  was most im p o rta n t in  do in g  y o u r job?
lU . What advanced  o f f i c e  p o s i t io n s  may be o b ta in e d  th ro u g h  a  g r e a te r  
developm ent o f  th e  s k i l l s  you  a re  u s in g  in  y o u r p r e s e n t  p o s i t io n ?
15 . A tta c h  a  sam ple o f  t h e  forms you u sed  and g iv e  a  d e s c r ip t io n  o f  
th e  p ro c e d u re s  u sed  t o  p ro c e s s  each  one.
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POLICIES MD PROCEDURES MANUAL -  SAMPLE TABLE OF CONTENTS
N atu re  and O b je c tiv e s
O rg a n iz a tio n  C h art
P a r t  I  G enera l
E v a lu a t io n ,  P rom otion and T ra n s fe r
Absence from  Work and  L a ten ess
V aca tio n  S chedule
S u g g e s tio n  Program
P e rso n a l M ail and T elephone C a l ls
R e s p o n s ib i l i ty  o f  V ario u s D epartm ents
P a r t  I I  G enera l O ff ic e
A. R e c e p tio n is t
B. C le rk -T y p is t
C. C le rk , G en era l
D. S e c re ta ry
E . M essage C en te r and M ail Room
P a r t  I I I  A ccoun ting  D epartm ent
A. P a y r o l l  C le rk
B. P o s tin g  C le rk
C. D isb u rs in g  C le rk
D. B i l l i n g  C le rk
E . F in a n c ia l  O f f ic e r
P a r t  IV S h ip p in g  and R ec e iv in g  D epartm ent
A. R e c e iv in g  C le rk
B. S to ck  C le rk
C. C le r k - iy p is t
D. S h ip p in g  C le rk
P a r t  V E x te rn a l  O ff ic e
P a r t  VI Flow C h arts
F ig u re  1 S a le s  O rders and In v o ic e s
F ig u re  2 S a le s  R e tu rn s  and A llow ances
F ig u re  3 R e q u i s i t io n ,  I s s u e  and P u rh case  O rders
F ig u re  U C e n tra l  F i l i n g ,  S to ra g e  and P e rso n n e l R ecords
F ig u re  5 R eq u ests  f o r  D u p lic a tio n
Locked S to ra g e  U 'x l5 '
C e n tra l  F i l i n g  
C e n tra l  Supply- 
G en era l S to ra g e
l 4 'x l 5 '
1
L ib ra ry ,  
S em in ar, & 
P r o je c t  Room 
9 ’x l 8 ’
viirc ow
w
4  V» g
Pi
Model O ff ic e  
5 - 1 /2 *x8*
ri g  O
S p e c ia l  M achines
Model O ff ic e  
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3 /4  p a r t i t i o n s
T ea ch e r-
D i r e c t o r 's
O ff ic e
6 ’x l4 '
•  o
G en era l Work A rea
P o r ta b le  Chalk 
Board and S creen
D u p lic a t in g  A rea 
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